Program Year (PY) 2023

Wisconsin Weatherization
Assistance Program Manual

AV

@R DE‘,?CR fumeenergy+

A4

o
Weatherization
/e













The Wisconsin
Weatherization PY2022 - 2023 Weatherization Program Manual

Assistance program Foreward
.. . The federal Weatherization Assistance Program (WAP) was
mission is to reduce

created in 1976 to assist low-income families who lacked
energy costs for resources to invest in energy efficiency. The Weatherization

. . Assistance Program is operated in all 50 states, the District of
e“glble low-income Columbia, Native American tribes, and U.S. territories. Funds are

households by used to improve the energy efficiency of homes occupied by low-
improving the energy

income households, using the most advanced technologies and
testing protocols available in the housing industry. The energy

efficiency of their conservation resulting from the efforts of state and local
homes while ensuring agencies helps our country reduce its dependence on foreign oil

: and decrease the cost of energy for families in need while
their health and improving the health and safety of their homes.

safety. _ o . . .
Wi sconsindéds Weatherization Assistanc

combination of state and federal funds including U.S.
Department of Energy (DOE), Low Income Home Energy
Assistance Program (LIHEAP or EAP), and state Public Benefits
(PB) funding. PB funding may only be used on buildings served
by a participating electric utility.

Home Energy Plus (HE+) includes the Wisconsin Home Energy

Assistance Program (WHEAP), Home Energy Plus Furnace

Program, and the Weatherization Assistance Program (WAP),

and is administered by the Wisconsin Department of

Administration (DOA), Division of Energy, Housing and

Community Resources (DEHCR) or Ot he
network of county agencies, tribal governments, community-

based organizations, and housing authorities. The Division

website provides information for the general public,

weatherization, and energy assistance program agencies.



https://energyandhousing.wi.gov/Pages/Energy.aspx
https://energyandhousing.wi.gov/Pages/Energy.aspx
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Chapter 1.0 | Definitions and Acronyms

agency

A non-profit entity under contract with the Division to provide weatherization services to low-

income families as defined in 10 CFR 440.15. (DOE refers to local weatherization agencies as

iSu@r anteeso, while the Statagenyd. Wi sconsin uses th

air sealing
A systematic approach to tightening a building shell to reduce uncontrolled heat loss through air
migration into and out of the heated envelope.

appliance
Any device powered by electricity or fuel designed for household use. This includes, but is not
limited to refrigerators, freezers, dehumidifiers, heating systems, and water heaters.

applicant/case head

The person whose name is in Field 2 of the Wisconsin Home Energy Plus application form.
Applicant and case head are used interchangeably for purposes of the Home Energy Plus
Program. For more information on Applicant/Case Head see WHEAP Operations Manual
Section 2.2 Non-Financial Eligibility.

asbestos-containing material (ACM)
Any material or product which contains more than 1 percent asbestos (OSHA 1910.1001(b)).

authorized agent
A person who is designated by a property owner to sign the Work Agreement and other required
weatherization field forms.

baseload measures
Energy conservation measures that reduce non-heating energy use or cost (e.g., installation of
LEDs in place of incandescent lighting; electric to natural gas water heater fuel switch).

blower door
A diagnostic tool used to locate points of infiltration in the building envelope and help prioritize
the air sealing protocols.

1 asis blower door test i The blower door test completed prior to any work on the
building that provides the CFM leakage of the house with the pressure difference at 50
pascals.

9 final blower door test i The blower door test taken at the completion of Wisconsin
Cost-Effective sealing protocols to measure CFMso reduction.

building

A structure containing one or more units. A building has an identifiable site address such as a
fire number or street address. A United States Postal Service PO Box number is a mailing
address and does not constitute a building address.

callback
Additional work required as a result of a final inspection or complaint/concern and occurs prior
to a unit being reported as complete.
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categorical eligibility

All household members must be recipients of W-2/TANF, FoodShare, or SSI for each of the

three months preceding the month of application. W-2 is considered a categorical eligibility
criterion only if there is a 6cash benefit.d For
WHEAP Operations Manual Section 2.3 Financial Eligibility.

Code of Federal Regulations (CFR)

The general and permanent rules published in the Federal Register by the departments and
agencies of the federal government. The CFR is divided into 50 titles that represent broad areas
subject to federal regulation.

common area
Any portioninsideamulti-u ni t bui l ding that is not residenti al
be intended for the use of all residents (hallways, entryways), for access only by specific

residents (storage lockers) or areas not accessible to residents but dedicated to systems

serving residents (boiler rooms).

completed energy audit

An energy audit is completed when all data collection is complete, a NEAT/MHEA audit run with
the current contract year library shows a cumulative SIR of 0.8 for non-DOE and 1.0 or greater
(when applicable) for DOE funded jobs, a work order is created, a Work Agreement is signed by
the agency and customer, and no contingencies or reasons for deferral remain. The date when
all conditions are met shall be recorded in the HE+ System/WisWAP in the Audit Completion
Date field.

completed measure

An energy conservation, health and safety, or repair measure that has been installed in
accordance with all standards and specifications contained in this manual and/or other program
guidance, including the Wisconsin Weatherization Field Guide.

completed unit

A unit that has received all appropriate weatherization measures required by the energy audit

and meets the following criteria: the building has passed a final inspection; the property owner,

or the ownerds authorized agnefidocgumentaosagoan fjghl et ed t h
effort has been made to obtain the sign-off; and a completion date is entered on the associated

HE+ System/WisWAP job.

contractor
A business entity that enters into a contractual agreement with an agency for the provision of
services. A contractor may include a vendor or lower-tier subcontractors.

correction

The change in funding after a building is closed, or edits are made to an existing funding source
in HE+ System/WisWAP after it is invoiced. A correction does not include additional field work
on a unit. See also 2.1.8 Reworks and 2.1.9 Corrections.

cost allocation
A method used to ensure costs are charged to funding sources appropriately and accurately.
Cost allocation plans identify the methodology by which this takes place.
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customer
Individual applying for and/or benefiting from the HE+ Program. Customers may include
WHEAP-eligible households, free riders, renters, and property owners.

deferral of service

A temporary delay of weatherization services to an eligible building due to conditions that
impede completion of weatherization work or preclude the installed materials from performing
for their expected lifetime. See 3.6 Deferral of Weatherization Services.

denial of service
A permanent delay of weatherization services to an ineligible building. See 3.5 Denial of
Weatherization Services.

disability

A self-declared physical or mental impairment or a designation made by a state or federal

program that substantially | imits one or more of
person receivingei t her Veterands or Soci al Security disabi
Division

The State of Wisconsin, Department of Administration, Division of Energy, Housing and
Community Resources (DEHCR).

Department of Energy (DOE)
The U. S. Department of Energy, whose mission is to advance energy technology and promote
related innovation in the United States. DOE also refers to funds provided by DOE.

DOE priority households
Elderly (persons 60 and older), persons with disabilities, families with children (under 6 years
old), and households with a high energy burden (10 CFR 440.16).

economic unit

A person or group of persons related or unrelated, who live together in a unit and jointly share in
providing the necessities of life for the person(s) in the group. The necessities of life are shelter,
heat and utilities. NOTE: Persons living in a cooperative housing arrangement who have their
own room and share common spaces are all part of a single economic unit.

elderly person
A person who is 60 years of age or older.

Energy Assistance

The component of the Wisconsin Home Energy Assistance Program (WHEAP) that provides

househol ds with benefits to assist in meeting the
Home Energy Assistance Program (LI HEAP). O

energy audit

An assessment and documentation of existing thermal, mechanical, electric baseload and
health and safety related conditions. This may be based on a Division-approved energy audit
software program that generates a list of recommended weatherization measures.

Wisconsin Weatherization Program Manual PY23 3
July 2022


http://www.ecfr.gov/cgi-bin/retrieveECFR?gp&amp;SID=28d26041549f43cf303e8a423366a5ca&amp;mc=true&amp;n=pt10.3.440&amp;r=PART&amp;ty=HTML&amp;se10.3.440_116

liomeenergy+

energy conservation measures (ECMs)

Installed measures intended to provide energy cost savings. ECMs are in contrast with Health
and Safety and repair measures that do not always return an energy cost savings but are
necessary to complete ECMs.

ENERGY STAR®standards

When stated in this manual that ®at pmaoamudg o,isihtal dha
certified, labelled, and listed on the ENERGY STAR® website, and conform to the criteria used

by the ENERGY STAR® program to rate that product.

fair market value
The best estimate of gross proceeds if a unit of property were to be sold in a public sale.

Field Data Collection Form (FDCF)

The notes, sketches, and photos, maintained in the customer file that record building
dimensions, materials, systems, and layout including sufficient detail that a qualified energy
auditor could reproduce the energy model and Work Order created for the building.

final inspection
The inspection performed on a building by someone who did not install measures on the
building following the completion of all on-site work and the completion of any callbacks.

financial audit
An audit conducted in accordance with generally accepted auditing standards, U.S. Government
Auditing Standards, and state single audit guidelines. See 5.1.4 Financial Audits.

freerider

A unit in a multi-unit building whose occupants have not applied for or do not meet the Home
Energy Plus eligibility requirements but which shall receive weatherization services and be
reported as a completed unit because the building is eligible to receive weatherization services.

good faith dispute

A contention by an agency that goods delivered or services rendered were of a lesser quantity
or quality than ordered or specified by contract, were faulty or were installed improperly, or any
other reason giving cause for the withholding of payment by the agency until the dispute is
settled.

group homes

Facilities that provide supportive housing for families and/or unrelated individuals. A group home
has a clearly definable identity that distinguishes it from more informal, family-type setting (e.g.,
a residence for persons with disabilities).

heating costs
The cost of all sources of space heating used for residential heating purposes. Heating costs for
commercial or business spaces are excluded.

HE+ System

The Divisionbs online dadforéinamial ana datamanagementyobt em us e
Weatherization program operations, tracking buildings and units, identifying and tracking costs,

and invoicing incurred costs. The HE+ System is located at: https://heplus.wi.gov.
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high energy burden household

A low-income household whose residential energy burden (residential expenditures divided by
the annual income of that household) exceeds the median level of energy burden for all low-
income households in the State 10 CFR 440 (see Section 440.3).

Home Energy Plus (HE+)

The umbrella term used for the suite of low-income programs administered by the Division (e.g.
WHEAP, Weatherization Assistance Program, Program Services (Furnace and Water
Conservation).

household

Any persons or group of persons living together in a unit on the Home Energy Plus Application
date who are an economic unit and who directly purchase home energy or make undesignated
payments for energy in the form of rent.

indoor air quality

The quality of indoor air relative to its acceptability for healthy human habitation. For example,
the presence of by-products of a combustion appliance is considered to render indoor air
unsuitable for healthy habitation.

infiltration/exfiltration
Outdoor air unintentionally entering/leaving the building, typically through cracks or gaps in the
building envelope.

lead-safe work

Conditions that meet the OSHA, EPA, and DHS requirements for adequate protection from lead
exposure for both the building occupants and the workers and contractors performing the
weatherization activities. See 9.4 Lead and Asbestos Policy.

Low Income Home Energy Assistance Program (LIHEAP)

Federal block grant program designed under 42 U.S.C. 8621 to provide benefits and services to

assist low-income households with the cost of energy used for home heating (also referred to as
AEnergy Assistanceo). LI HEAP f ndngsourcesteoparatee d t oget |
the Wisconsin Home Energy Assistance Program (WHEAP). Chapter 16.27(3), Wis. Stats.

directs 15% of the annual LIHEAP block grant be transferred to the Weatherization Assistance

Program (al so refinds).)red to as AEAPO

lost materials
Materials that cannot be accounted for at the time of inventory reconciliation, including stolen
materials.

major measures

A measure required to be completed in order to effectively weatherize the building and/or

maintain the integrity of other weatherization measures. A high priority measure, which if

skipped, would result in Aparti al 0, butenattinitedtoi zat i on
air sealing, duct sealing of ducts outside the thermal boundary, attic insulation, wall insulation

and floor or belly insulation. If major measures are refused by a household, the building may be

deferred (see 3.6 Deferral of Weatherization Services).
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Manufactured Home Energy Audit (MHEA)

A computerized energy audit tool used for manufactured homes and is part of the
Weatherization Assistant software package. See also Weatherization Assistant Guide on the
HE+ TTA website.

measure skipping

Not installing, in order of decreasing the cost and increasing the savings-to-investment ratio
(SIR), the cost-justified energy conservation measures (ECMs) and related Repairs Measures
(RM) included in the work scope produced by the audit tool.

minor infiltration

Air sealing work performed when blower door testing cannot be performed. Minor air sealing

work is limited to probable attic bypass and key junctures, glass repair or replacement, and

miscell aneous sealing that will affect the occupant si

multifamily building
A building that contains five or more units.

multi-unit building
A building that contains more than one unit.

National Energy Audit Tool (NEAT)
A computerized energy audit used for 1 to 4-unit buildings and is part of the Weatherization
Assistant software package. See also Weatherization Assistant Guide on the HE+ TTA website.

Office of Management and Budget (OMB)

The federal Office of Management and Budget issues circulars in the areas of uniform
administrative requirements and financial audits collected in federal regulations in 2 CER Part
200.

owner contribution
The portion of the cost of weatherization that the owner of a building pays. See 3.9 Owner
Contribution.

Occupational Safety and Health Administration (OSHA)

The United States Congress created OSHA in 1970 to assure safe and healthful working
conditions by setting and enforcing standards and providing training and education. OSHA is
part of the United States Department of Labor.

owner sign-off

Completion Certificate for Weatherization Program Work signed by the owner or authorized
agent that states the weatherization work has been completed as agreed and in an acceptable
manner.

poverty level
Household income in relation to family size as defined by federal poverty guidelines.
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pressure diagnostics
Measuring air pressures and flows in different zones of a building to determine air leakage
between the zones.

program income

Gross income earned by an agency from grant-supported activities, including but not limited to
income from service fees, sale of commodities, usage or rental fees, and royalties, patents and
copyrights. Program income shall be used to weatherize additional units within the same
contract performance period. Owner contributions and leveraged funds are not considered
Program Income. See also 2 CER 200.80, DOE WPN 22-1, and 5.3.2.7 Job Cost Reduction.

property
Real estate and buildings, non-consumable equipment, data devices and software, tools,
vehicles, inventory, and consumable materials.

Public Benefits

Under Wis. Stats. s. 16.957, the Utility Public Benefits provides funding for the Home Energy
Plus programs. For more information see the Wisconsin Public Benefits HE+ Annual Report
available on the DEHCR Wisconsin Home Energy Assistance Program (WHEAP) page.

Quality Control Inspector (QCI)
An inspector certified by the Building Performance Institute who possesses the knowledge, skills
and abilities in the National Renewable Energy Laboratory QCI Job Task Analysis.

rental unit
A unit occupied by a tenant whose name does not appear on the proof of ownership document.
See 3.4 Proof of Ownership.

repair measure
Items necessary for the effective performance or preservation of energy conservation measure
materials (e.g., shingles, roof cement).

residence
A unit where household members listed on the WHEAP application are living on the WHEAP
application date.

rework

The addition of a measure or editing of measures in HE+ System/WisWAP after a building has
been closed. A rework includes additional field work on a unit. See also 2.1.8 Reworks and
2.1.9 Corrections.

room
A living room, kitchen, dining room, bedroom, family room, den, study or other room, excluding

bathrooms, entryways, unfinished basements, hallways, unheated attics and porches, closets or

areas occupied by persons who are not part of the
rooms in a unit is determined by the WHEAP agency as part of the application process and is a

factor in establishing WHEAP benefits. Rooms or other areas used only for commercial

purposes are not considered eligible space for weatherization services.
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savings-to-investment ratio (SIR)

A calculation used in NEAT and MHEA that refers to the ratio between the energy cost savings
over the assumed lifespan of a measure versus the investment cost of installing that
weatherization measure.

separate living quarters

Living quarters in which the occupants do not live and eat with any other persons in the
structure, and which have either direct access from the outside of the building or through a
common hall or complete kitchen facilities for the exclusive use of the occupants. The
occupants may be a single family, one person living alone, two or more families living together,
or any other group of related or unrelated persons who share living arrangements and includes
shelters for homeless persons (10 CFR 440.3).

shared meter
In a multi-unit rental building, residential space heating energy costs are metered by one device
and to an account billed to the owner.

Standard Work Specifications (SWS)

Guidelines and specifications that identify outcomes for a whole-house approach to installing
residential energy efficiency measures. The SWS was developed by the National Renewable
Energy Laboratory and the U.S. Department of Energy.

subcontractor
An entity that enters into an agreement with a contractor to provide all or a portion of the
contr act o izdien respersibilties.r

temporary shelter

A building with the principal purpose to house, on a temporary basis, individuals who may or
may not be related to one another (e.g., transitional housing for homeless persons and domestic
abuse shelters). Nursing homes or similar institutional care facilities are not eligible buildings (10
CER 440). See 3.3.2 Temporary Shelters.

unit
A single family house, stationary mobile or manufactured home, apartment, group of rooms, or a
single room occupied as a separate living quarters (10 CFR 440, Section 3).

unusable materials

Weatherization materials that can no longer be installed due to damage, loss, inadvertent
ordering of an incorrect size or the elimination by the Division of previously allowable
weatherization measures. See 5.3.2.6 Unusable Materials and 7.4.3 Inventory Disposal.

vendor
An entity that enters into an agreement to provide commodities or services to an agency and/or
a contractor.

Weatherization Assistant
Weatherization Assistant is an energy audit software tool developed for the U.S. DOE
Weatherization Assistance Program by the Oak Ridge National Laboratory.
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weatherization measures
Energy conservation measures, energy-related health and safety measures, and other repairs
that may be installed and funded as determined by the Division.

Wisconsin Home Energy Assistance Program (WHEAP)
See LIHEAP definition above.

WHEAP agency
A county or its subcontractor that administers the Wisconsin Home Energy Assistance Program.
See County Resources webpage to locate a WHEAP agency by county.

WHEAP Referral Report (priority list)
A list of potential weatherization households prioritized based on the following formula: (Sum of
WHEAP heating and electric benefit amounts) + (Sum of DOE priority household categories).

work agreement

A written agreement between an agency and the owner/agent of an eligible building that
discloses the type and amount of weatherization work to be done on the building and other
conditions both parties shall agree to, including the right for representatives from the agency as
well as state and federal government, or their designee, to verify the delivery of weatherization
services and the quality of those services. See 2.1.5 Customer Notifications and Education.

work order
Document that specifies the weatherization work to be performed and materials to be installed
on a unit.
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Chapter 2.0 | General Management

An agency shall make all reasonable efforts to deliver comprehensive weatherization services to
income-eligible households in the most cost effective, efficient, and timely way possible. In
doing so, the agency will maximize the use of available funding in delivering weatherization
services.

The purpose of this manual is to identify Wisconsin Weatherization Assistance Program (WAP)
requirements for agencies and financial auditors. It is considered part of the annual
contract/grant agreement, incorporated by reference. The order of precedence for contract
compliance is the weatherization contract, followed by this Weatherization Program Manual and
then the Wisconsin Weatherization Field Guide and Weatherization Assistant Guide. The
Division reserves the right to have the final authority in any cases of dispute.

Several Home Energy Plus website pages host additional documents including field forms,
procurement templates, official Division communications, and training and technical assistance
tools. See Appendix B for a complete listing. Itisthe agencyd s responsi bility
and documents they are using meet current weatherization program requirements.

2.1 Program Management

The mission of the Wisconsin WAP is to reduce energy costs for eligible low-income households
by improving the energy efficiency of their homes while ensuring their health and safety.

Achieving the primary goal of energy efficiency is dependent on effective program management
that strives to maximize energy savings, minimize production costs, improve program
management and quality of work, and reduce the potential for waste, fraud, abuse, and
mismanagement.

The Sub-grantee (agency) shall supply or provide all necessary personnel, equipment, materials
and supplies, to install allowable weatherization and energy conservation measures in eligible
low-income households per the Wisconsin Weatherization Assistance Program Manual, the
Home Energy Plus Furnace Program Services Manual, and the Wisconsin Weatherization Field
Guide, and in compliance with applicable federal and state regulations as identified in the SWS
specifications for work quality outlined in WPN 22-4, Sections 1-3. All work shall be performed in
accordance to the DOE-approved energy audit procedures and 10 CFR 440 Appendix A.

2.1.1 Conflict of Interest

Each agency shall develop, implement, and keep on file a plan for dealing with potential
conflicts of interest. Conflicts of interest covered by the plan shall include all situations, actual or
perceived, when the agency, members and relatives of the agencyd s b of directlors,cagency
staff, and relatives of agency staff have an interest in a business (or organization) providing
services or materials, or property proposed to receive weatherization services. At a minimum,
the plan shall set forth the procedures and steps the agency will follow to deal with conflicts of
interest in:

1 Purchase of materials and services,
1 Receipt and processing of applications,
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Prioritizing and scheduling of services,

Determining services (energy auditing) for buildings,
Installing measures in buildings,

Conducting final inspections, and

Obtaining owner sign-off.

Weatherization of a property in which an agency has an interest is a special case of conflict of
interest. When an agency has partial or complete ownership of a property that is eligible for
weatherization, the following process shall be followed:

1.
2.

6.

The agency reviews its Conflict of Interest Policy as it applies to the potential project.

The agency sends a message through the HE+ Help Desk indicating that the property is
eligible and proposes who would conduct the energy audit (agency or third party).

The Division reviews the request and approves or denies auditor proposal.
If approved, the energy audit is conducted.

The agency submits the following to the Division for review, these documents can be
uploaded to the HE+ System/WisWAP at a minimum (additional information may be
requested):

a. Computerized audit file,
b. Field data collection form(s),

¢. Audit photos including, but not limited to, building exterior, existing conditions,
and mechanicals,

d. List of measures to be performed and by whom (e.g., contractor, agency crew),
and

e. Diagnostic Workbooks
The Division approves or denies the request.

7. The agency notifies the Division when the building is reported as complete.

8. The Division schedules the property for Quality Assurance inspection.

212

Local Coordination

An agency shall coordinate efforts with local agencies providing energy assistance and other
organizations serving low-income households. This includes working with the vendors that do
not participate in Public Benefits funding. Weatherization and WHEAP agencies shall work
together to provide outreach to customers and to resolve application discrepancies, referral list
issues, and any other issues or questions related to eligibility. If unable to be resolved at the
local level, submit the question or issue to the HE+ Help Desk.

HE+ Program Services (Furnace/Water heating)

The agency, as a condition of their Weatherization contract, agrees to provide emergency
and non-emergency furnace repair and replacement services for the WHEAP agencies
within their service territory. This service is billed through the HE+ System/WisWAP.
Refence the Program Services manual for policy and guidance.
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Wisconsin State Tribal Initiative

Wisconsin Executive Order #39, issued in February 2004, affirms the government-to-
government relationship between the State of Wisconsin and Tribal governments located
within the State of Wisconsin. Government-to-government relations involve respectful and
cooperative communication and dealings that are designed to achieve a consensus before
a decision is made or an action is taken, and to implement programs in a collaborative
manner.

The intent of this policy is to improve the planning and delivery of State services to Tribal
governments, Tribal communities, and Tribal members by developing principles and a
process for consultation on these service policies in Wisconsin. DOA and Tribal
governments work to ensure eligible tribal members receive services in a cost effective
and timely manner. It is the responsibility of the weatherization agency to collaborate with
local Tribal governments to ensure potential customers are aware of the program and the
process of application and completion of weatherization of eligible homes.

2.1.3 Priority of Service

An agency shall develop an internal prioritization plan for serving priority groups. An agency
shall give priority of service to households based on the Priority ID number found in the HE+
System Referrals Report. The Referrals Report is a list of potential weatherization households
prioritized based on the following formula: (Sum of WHEAP heating and electric benefit
amounts) + (Sum of DOE priority household categories).

Referrals with the lowest Priority ID numbers shall generally receive the highest priority. Where
a Tribal household is in alignment with the DOE priority definition, the Tribal household shall be
included in the targeted high priority of service group regardless of the Priority ID number on the
HE+ System referral, and agencies shall prioritize tribal households to ensure work is completed
in a timely manner.

Although determined initially by information contained on the WHEAP application, prioritization
is tied to the unit, not the applicant. If the eligible household moves, they will not establish a new
priority ranking until they apply for WHEAP at their new residence.

2.1.4 Home Energy Plus Logo

An agency shall use the official Home Energy Plus logo when creating weatherization
documents such as brochures, program marketing and outreach materials and agency
websites. Agencies shall not use their own logos in lieu of the Home Energy Plus logo. The
official logo and detailed usage guidelines are on the Home Energy Plus Training & Technical
Assistance (HE+ TTA) website, u n d e r Admihigtration6  d-doerpmenu.

Changes or additions to the logo are not allowed. Agencies may develop, print, and publish their
own Weatherization informational materials such as brochures or program marketing materials.
Program materials prepared by the local agency that will be available to the public shall identify
the program as being administered by the State of Wisconsin Home Energy Plus Program.
Documents used only for internal purposes do not require a logo. Agencies are not required to
seek preapproval of marketing materials unless otherwise instructed. Any materials developed
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using the logo may be reviewed as a part of the monitoring process and shall be made available
for review upon request by the Division.

2.1.5 Customer Notifications and Education

An agency shall ensure that persons with limited English proficiency (LEP) have meaningful and
egual access to benefits and services. This assistance goes beyond provision of brochures in
Spanish, Hmong, or another language. As some individuals may not read English, or any other
language, the agency shall have a mechanism to communicate orally with people with limited
English proficiency.

Customer Bill of Rights

The Customer Bill of Rights shall be provided to all weatherization program customers,

regardless of funding source. The Customer Bill of Rights provides information concerning

rights to safety, the right to be informed, warranty information, and the steps a customer

may take in the event a warranty issue is not resolved. An agency shall provide the

CustomerBi I I of Rights as early in the weatherizat
signature on the Work Agreement shall signify receipt. The Customer Bill of Rights is

available on the HE+ TTA website under Weatherization b Forms.

Work Agreement

A work agreement shall be signed by the owner/agent of an eligible building prior to the
commencement of weatherization work. The agency shall use the Wisconsin
Weatherization Assistance Program Work Agreement documents available on the HE+
TTA website under Weatherization b Forms.

The work agreement shall detail the weatherization work to be completed. The owner or
authorized agent shall sign the work agreement prior to the installation of weatherization
measures. Following completion of all work, a final inspection is conducted and a
signature by the owner or authorized agent is required to verify the proposed work was
completed in an acceptable manner.

Tenant Notification

The agency shall provide written notifications to tenants of rental buildings as described in
3.8 Tenant Notification. An optional template is available on the HE+ TTA website under
Weatherization b Forms.

Health and Safety Checklist

A Health and Safety Checklist is required for each occupied unit in 1 to 4-unit buildings. In
5+ multifamily buildings, a single Health and Safety Checklist is required for the building.
See 9.1.1 Health and Safety Checklist.

Customer Guidebook

The Weatherization Guidebook shall be provided to site-built single-family homes including
single condominiums, and any 2 to 4-unit buildings where DOE funds were used. An
agency shall complete and distribute the Guidebook to each unit occupant within 60 days
of reporting a building as complete. The Guidebook contains information about installed
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materials, appliances, and mechanicals including warranty information and installer
contact information, and is available on the HE+ TTA website.

2.1.6 Quality Control System

Weatherization Program Notice 22-4: Quality Work Plan Requirements

This guidance defines what constitutes a quality installation of weatherization measures,
outlines how those measures are inspected and validated, and prescribes acceptable training
and credentialing of workers.

Each agency shall develop, maintain, and implement a documented Quality Control System
(QCS). A QCS includes procedures that are designed to provide a detailed review of the
weatherization program process including an on-site unit check and measurement of customer
satisfaction. The QCS process is not the same as the final inspection completed on each job.
Agencies shall have a mechanism to track jobs receiving a QCS review and shall document
management review and approval. Several optional checklists for review and documentation are
available under Weatherization b Resources on the HE+ TTA website.

Each agency QCS will be reviewed during the annual Administrative Review process and kept
on file at the Division. If changes are made to a QCS on file, the agency shall submit a copy of
the updated QCS to the HE+ Help Desk.

Quality control shall be performed continuously throughout the contract year in correlation with
production. The following elements shall be included in the QCS:

1. Priorto the job being released into production, the program manager, or designee shall
reviewand approve all jobs meeting the following criteria:

a. Single-family houses and mobile homes where completed energy audits show an
estimated job cost of $15,000 or greater. Cost-effective energy conservation
measures shall not be removed from a job to bring the estimate under the
$15,000 threshold. A note of the agency approval shall be included in the
building file in the HE+ System/WisWAP.

b. Single-family houses and mobile homes where completed energy audits show
total estimated health and safety costs of $5,000 or greater. A note of the agency
approval shall be included in the building file in the HE+ System/WisWAP.

2. After job completion, evaluate a minimum of 5% of all jobs and document with a note in
the HE+ System/WisWAP that the job was part of QCS review. Assess the following
items.

a. Energy Audit accuracy and appropriateness.
b. Work Order/Work Agreement accuracy and appropriateness.
c. Completeness of work performed (final inspections).
i. When it is necessary for individuals who audit units to also perform final
inspections of those same units, the agency shall include a written plan in the
QCS detailing the process by which the agency will assure the quality and
integrity of the audit as well as of the final inspection. An agency shall receive

approval prior to allowing the same individual to performing both the energy
audit and final inspection on a unit (see 2.1.7 below).
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Quality of work performed (for example, in-progress quality control inspections).
Compliance with applicable health and safety requirements.
Customer satisfaction with work performed.

-~ 0o

g. Contractor and/or agency crew performance and management.

3. A feedback loop for discussing work performance that is below required standards with
those performing the work (contractors and/or agency staff).

4. Verification of heating system replacements identified by contractors that were not
recommended by the computerized energy audit. This may include using multiple
contractors with replacements performed only by a contractor other than the one who
identified the failure, obtaining a percentage of failed heating system units and verifying
failures with physical or destructive tests, or using other methods to ensure that reported
heating system failures are accurate.

5. Documenting receipt and resolution of all complaints.

6. Immediately reporting all serious complaints and incidents to the Division, including
those having potential legal consequences, suspected or potential fraud, and incidents
relating to severe structural damage or impacting customer or worker health. An optional
Weatherization Complaint Report form is available on the HE+ TTA website under
Weatherization b Resources.

2.1.7 Final Inspections

Final inspections shall be completed on every unit. The final inspection shall be performed after
the completion of any callbacks and before the owner or authorized agent and final inspector
signs off on the Completion Certificate. All final inspections of units completed using DOE funds
shall be performed by a certified Quality Control Inspector (QCI). The Home Energy Plus DOE
QCI Form shall be completed, uploaded to the HE+ System and kept with the customer file for
all units where any DOE funds are used. The Final Inspection Form and photos shall be
completed for each building and uploaded to the HE+ System/WisWAP. Baseload job final
inspection can be completed by phone call with the customer and documented in the customer
file unless complaints have been received about the work performed.

Whenever feasible, final inspections shall be completed by individuals who did not audit the
building. In all cases, the final inspection shall not be completed by an individual involved in the
installation of the weatherization measures on the inspected unit. When it is necessary for
individuals who audit units to also perform final inspections of those same units, the agency
must receive prior approval by submitting an updated QCS to the Division as described in 2.1.6
above.

2.1.8 Reworks

Any weatherization work performed on a unit after the unit has been reported as completed in
HE+ System/WisWAP is considered a rework. All rework expenses require prior Division
approval using the HE+ WisWAP rework tab, to be allowable. If a rework is being requested
more than one year after the completion date, the agency shall ensure the customer is eligible
for HE+ Program services prior to submitting the rework request. DOE funds shall not be used
for rework expenses.
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Weatherization work that was omitted or does not meet the program requirements is the
responsibility of the agency. An agency is encouraged to utilize insurance to cover expenses
related to employee or contractor negligence or warranty issues related to weatherized units.

2.1.9 Corrections

Corrections include HE+ System/WisWAP system edits such as changing a funding source or a
cost on an invoiced measure due to an administrative oversight, after a building has been
closed. All corrections shall be completed prior to the contract end date.

2.1.10 Training and Technical Assistance

The Division allocates Training and Technical Assistance (T&TA) funds to each agency. An
agency is required to develop and submit a plan for T&TA expenditures per annual Division
direction. An agency shall comply with all mandatory training requirements as directed by the
Division.

2.1.11 Energy Auditor Certification

A person auditing homes in the Wisconsin Weatherization Assistance Program shall obtain a
Wisconsin Weatherization Energy Auditor Certification within 12 months of beginning to audit
homes for the Weatherization Program. Auditors working toward an Energy Auditor Certification
will be considered an Energy Auditor Trainee and shall have their audits reviewed and signed-
off on by a certified Energy Auditor. Completion of the Energy Auditor Certification requirement
advances the energy auditor beyond the trainee status.

Further details can be found in the Energy Auditor Job Task Analysis.

2.2 Documentation and Record Keeping

An agency shall comply with the applicable federal and state laws, and Division regulations
concerning the confidentiality of customer records.

2.2.1 1T System Requirements

An agency shall have all IT hardware (equipment that allows a user to create, store, or transmit
data), software (computer application/program or data) and service subscriptions, including but
not limited to email hosting, and desktop support necessary to meet general requirements for
program management and financial reporting. Computers, laptops, tablets, and desktop PCs
shall use a version of Microsoft (MS) Windows® operating system. Productivity software loaded
on the computers shall be a version of MS Office® compatible with Division software.

Transmittal of MS Office files to the Division shall be in MS Word, MS Excel, MS PowerPoint,
.wdz (Wx Assistant), or PDF file format. Other file formats may be transmitted at the request of
the Division.

An agency shall have reliable access to the Internet at a sufficient connection speed to meet
business requirements. Google Chrome shall be the internet browser used to access the HE+
System/WisWAP.
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The agency shall appoint a HE+ System/ Wi s WAP O6Prof il e Management
with a written request to the Division via the HE+ Help Desk. Any changes to this appointment
require written notification to the Division.

The PMA is responsible for:
a. Creation of new, and maintenance of current, HE+ System/WisWAP
contacts/permissions/user profile information (including review of the user profile name
for appropriateness upon creation) within their agency.

b. Creation of new, and maintenance of current, HE+ System/WisWAP
contacts/permissions/user profile information (including review of the user profile name
for appropriateness upon creation) for agency staff.

c. Maintenance of current HE+ System/WisWAP user profiles includes:

I.  Inactivate user profiles who will be off the system for more than two weeks on
vacation, maternity leave, summer leave, or any other reason.

ii. Immediately deactivate user profiles who have been terminated, retired, quit, or
otherwise have left the program.

Any staff with a user profile has the responsibility to maintain their user Login Name and
password as confidential. Usernames and passwords shall not be shared with anyone, including
other agency staff. The user logged in is responsible for all activity occurring under this user
profile. All activity in the system is recorded and time stamped according to the user login.

To safeguard the integrity and security of data maintained in HE+ System/WisWAP, an agency
shall limit contracted energy auditors 6 ac c es s t o Suchcentrattars aactalowes .
only to add, edit, or delete measures. The correct permissions setting for these functions is

~

iJobMeasureModi fyOwnGrantee. 0

2.2.2 Timely HE+ System/WisWAP Data Entry

All HE+ System/WisWAP data entry shall be performed within five working days of the
completion of the activity as follows:

1 Add a building and edit building and unit information, as needed, within five working days
of receiving a verification of interest in weatherization services.

91 If weatherization service is deferred, change the unit status and enter a deferral date,
reason, and comments within five working days of sending the Deferral Notification.

9 For regular weatherization jobs only, create a BID and upload WA audit within five
working days from the completion of the audit. An energy audit is completed when all
data collection is complete, when applicable a NEAT/MHEA audit run with the current
contract year library shows a cumulative SIR of 1.0 or greater for DOE jobs or 0.80 SIR
for LIHEAP and PB jobs, a work order is created once the audit has successfully
uploaded, a Work Agreement is signed by the agency and customer, and no
contingencies or reasons for deferral remain. The date when all conditions are met shall
be recorded in HE+ System/WisWAP in the edit building, Audit Completion Date field,
and the auditor name should be selected from the drop-down menu.
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Complete job costing for each measure (quantity, labor hours, unit cost, and total cost,
when applicable) as soon as possible following receipt of invoices and/or cost
information.

For regular weatherization jobs only, enter a job completion date as soon as feasible
after the final inspection, following the completion of all on-site work and completion of
any callbacks. All measures must be invoiced or checked ready for invoice or not
installed prior to entering a job completion date. The job completion date should match
the date the agency representative and owner or authorized agent, when feasible,
signed the Completion Certificate.

For guidance on measure reporting in HE+ System/WisWAP see Appendix D.

2.2.3 Customer Files

The following information is required to be included in or associated with customer files. All
Home Energy Plus (HE+) electronic documentation associated with the HE+ System/WisWAP
Building ID, and HE+ System/WisWAP job and invoice, is considered part of the customer file.
The HE+ document upload satisfies the HE+ customer file retention requirements. Electronic
documentation may be printed and included in the customer file, but printing is not required
(paperless systems are allowed). If an agency is notified that a file review will be performed by
the Division, the Department of Energy, or an associated auditing or quality assurance
organization, the agency must make available all documents listed below.

1.
2.
3.

Verification of ownership. Upload to HE+ System/WisWAP.
Deferral Notification letter in HE+ System/WisWAP.

Work agreement signed by property owner or their authorized agent and an agency
representative prior to the installation of weatherization materials and measures.

Completion Certificate signed by the final inspector and property owner or their
authorized agent following completion of all weatherization work.

The Field Data Collection Form completed to prepare the energy audit.
When applicable, electronic files, or reference(s) to the location(s) of the files for:
a. Weatherization Assistant audit
b. Diagnostic Workbook
c. Therm Calculator
d. Electric Fuel Switch Calculator Worksheet
e. Freezer Replacement Calculator
Work order, including:
a. Documentation of any callbacks;
b. Quality control record, if performed;
c. Justification for any Recommended Measures not completed;
d

Job detail report documenting any non-DOE/LIHEAP/Public Benefits
weatherization work on the unit; and

e. Instructions for crew when possible or confirmed asbestos-containing materials
and/or lead paint will be disturbed.
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8. Health and Safety Checklist for each unit in 1 to 4-unit buildings, and for each multi-
family (5+ unit) building. See 9.1.1 Health and Safety Checklist.

9. Document ation that the EPA Booklets HAmMmBroef G
"ThelLead-Safe Certified Guide to Renovate Right,k "

the Division fiCustomer Bill househddd ght so were di
10.ARef us al of Ventilation: Rel ease of Liability,
applicable.

11. Heating System Checklist available on the HE+ TTA website under Weatherization b
Forms, if applicable.

12. Documentation of the sizing calculation for replacement heating systems. Acceptable
sizing calculations are REScheck™, ACCA Manual J, or an equivalent industry accepted
sizing formula, if applicable.

13. Results of any positive tests for asbestos or lead
14. Renovation Recordkeeping Checklist(s), if applicable.

15.For rent al uni ts: documentati on of unitdés mont
calculation.

16. Documentation of any waivers or approvals pertaining to the job.
17. Photographs, or references to the location of photos, including at a minimum:
a The frontal vexteriwer, of t he unitos

b. Each appliance, window, and door before replacement, if applicable. The photos
shall clearly document compliance with Division standards for replacement,

c. Health and Safety replacement - Leaky water heater before replacement, if
applicable. The photos shall clearly document compliance with Division
standards for replacement,

d. Any condition adversely affecting the installation of weatherization measures;
Photo documentation of lead-renovator and asbestos containment practices as
described in Table 9.3 in Chapter 9; and,

f. On deferred units, pictures documenting the reason(s) for deferral (e.g., mold or
other problems).

18. Documentation of historical review submission and response, when applicable.
19. Building Permit(s), if required by local government. If a permit is not issued by the local
jurisdiction, then a copy of the receipt for payment is acceptable documentation.

20. DOE Quality Control Inspection (QCI) Form, when applicable. The DOE QCI Form is
available on the HE+ TTA website under Weatherization b Forms.

21. Final Inspection Form and photos of measures, repairs and health and safety items.

2.2.4 Historic Review

For buildings 50 years old or older, certain measures may be subject to review by the Wisconsin
Historical Society (WHS). Historic review is only required when federal funds are expensed, and
not required if only PB funds are used to weatherize a building.
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Measures that will change the appearance of the exterior of a home 50 years old or older are
subject to review. Measures that will change the appearance of historically significant elements
of the interior of a building 50 years old or older are subject to review. Examples of items that
require review include replacement of exterior windows or doors, removal of original/ornamental
lighting fixtures, or significant structural alterations to walls or roofs.

Some measures are exempt from review as long as those measures do not alter the

appearance of the home or adversely affect the property. For more information, see the

document titled-Lilditstodr Exe@yti Awt iHE+ TTAwebdite avail ab
under Weatherization b Resources.

While other weatherization work may proceed, measures subject to Historic Review are not to
be completed without written permission from the Division. Requests shall be sent to the HE+
HelpDeskwi t h an email subject | ine of fAHIi storic Revie

County the home is located in;

Complete street address;

HE+ System/WisWAP Building ID Number;

Year built (or estimate);

A list of non-exempt items planned for replacement;
Photos of the items planned for replacement;

= =4 -4 —a 4 - -

A photo of the exterior of the home from several views (front, back, and unique exterior
features);

1 Notes about improvements completed since the home was built (such as construction of
additions, covering or replacement of original siding or replacement of original windows);
and,

1 Ifthe home isin arural area, the Township, Range, and Section Numbers as found on
the property tax bill.

An optional Historic Review Request Template is available on the HE+ TTA website under
Weatherization b Resources.

Once a measure is submitted to WHS, the Society has up to 30 days to review the planned
work. When received, the Division permission is printed and placed in the customer file. WHS
may require additional review and request further documentation on a case-by-case basis.

Additional requests may include detailed photos, building history or material specification for
proposed replacement items.

2.2.5 Record Retention

An agency shall retain all records associated with the Grant as detailed below for three years
after the final Federal Financial Report (FFR) has been submitted by the state, in accordance
with federal regulations (2 CER 200.333).

1. An agency shall retain all financial and procurement records, supporting documentation,
and statistical records.
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2. An agency shall store their agency cost files and label or name each file according to the
time period involved.

3. All records maintained in accordance with the operation of the weatherization program
shall be available to the Division on request for inspection, examination, excerpting,
transcription or financial audit.

4. For all financial and Customer File records created during a Grant Period the following
record disposal schedule shall be applied.

Grant Period Disposal Date DOE Grant Award
07/01/2013 7 06/30/2017 After 09/30/2020 | EE0006193

07/01/2017 i 06/30/2022 After 09/30/2025 | EE0007959
07/01/2022-06/30/2023 After 09/30/2028 | EE0009940

An agency shall consider Social Services Department staff working with WHEAP or with Income
Maintenance Programs such as W-2/TANF and Food Stamps (Food Share) as employees of
the Division for purposes of confidentiality. Therefore, an agency shall permit these staff access
to necessary information concerning customers.

2.2.6 Open Records/Public Records

Agencies are subject to State Public Records laws, (Wis. Stats. Chapter 19, subchapter I,
sections 19.21 through 19.39). These laws relate to record retention by the agency and its
contractors/vendors and to the provision of
agency shall:

1. Forward a written copy of all records requests to DOA, DEHCR or directly to DOA, Office
of the Secretary, Legal Office, P.O. Box 7864, Madison, WI 53707-7864.

2. Provide records to requestors, as required; or
3. Request that DOA coordinate the response to the records request.

If an agency receives a request to participate in a study or evaluation related to weatherization
(other than Division or Slipstream projects), the agency shall notify the HE+ Help Desk and
receive approval from the Division prior to agreeing to participate.

2.3 Handling Sensitive Data

An agency shall not use confidential information for any purpose other than the limited purpose
of their contract and shall not disclose such confidential information to any persons other than
those who have a business-related need to have access to such information.

An agency shall ensure program employees, both internal and subcontracted, shall take
reasonable efforts to protect and secure sensitive information. Sensitive data are any
information of which the loss, misuse, unauthorized access to, or modification of could
adversely affect the Home Energy Plus Program, contracted agencies, program employees,
and/or customers. Sensitive data and information include but are not limited to Social Security
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Numbers (SSNs), Personally Identifiable Information (PIl) meaning information that can directly
identify a specific individual, applicant household member, or account specific information.

2.3.1 Non-Disclosure Agreement

An agency shall institute and maintain reasonable security procedures to maintain confidential

information while in its possession or control, including transportation, whether physically or

electronically. Confidential information means all tangible and intangible information and

materials, including all proprietary and PIl. For more specific information regarding

confidentiality and Pll see agencyd s weat heri zati on c2OFR200Ot (Arti cl

All staff that have HE+ System/WisWAP access will be prompted to agree to the Conflict of
Interest/Non-Disclosure Agreement Form upon gaining access to the HE+ System/WisWAP.
agency employees that work with weatherization and have access to confidential information
but do not have HE+ System/WisWAP access shall sign a paper copy. The Conflict of
Interest/Non-Disclosure Agreement is available on the HE+ Program Information page under
the Agreements/Forms heading. This agreement is valid for the duration of employment with the
agency. The agency is responsible for any breach of the contract by any agency employees.

2.3.2 Sensitive Data Tiers

For the purposes of the following policy, sensitive data has two tiers.

Tier One sensitive data includes:

1 SSNs by themselves or in combination with any PII (including date of birth, names,
address, phone number, fuel account number and name, and income information), and

9 The combination of date of birth and name without an SSN.

Tier Two sensitive data includes:

1 Pl elements that may be needed to complete effective business communications in
support of the Home Energy Plus Programs (name, address, phone number, fuel
account information, and income information).

Agencies and their contractors shall limit the use and exchange of sensitive data to the
minimum required to conduct Home Energy Plus Program business effectively.

When using sensitive data individually or in quantity, contracted Home Energy Plus Program
agencies, contractors, subcontractors, and participants shall take reasonable actions to ensure
the protection of sensitive program data that are: collected, displayed, transferred, stored,
analyzed, or destroyed. Appendix A of the WHEAP Operations Manual identifies minimum
requirements that shall be used for equipment, information collected, and methods of
transferring sensitive information. Contracted agencies shall have documentation and planned
procedures in place for the handling of sensitive data and be able to make them available upon
request. Weatherization Referral Applications are considered to be Tier Two data and may be
shared electronically.
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2.3.3 Desktop Computers

Desktops that are used for collecting, displaying, transferring, analyzing, or storing Tier One or
Tier Two sensitive data shall apply the following standards:

1.

Desktops shall be locked when left unattended by authorized personnel. Re-entry into
the desktop shall require a username and password.

An automated screen saver lock shall be enabled after 15 minutes of inactivity. Re-entry
into the desktop will require a username and password.

Hard drives shall be cleansed using at least a seven pass overwrite procedure
(commonly referred to as the Department of Defense (DOD) standard), where the drive
is written over electronically to eliminate all data prior to surplus or re-assignment to
another user or work area. Contracted agencies shall make available upon request
verification that the device has been sanitized meeting industry standards, seven pass
overwrite, degaussing (sanitation based on magnetism), or complete physical
destruction of the hard drive media.

2.3.4 Portable Computing Devices

Portable computing devices that are used for collecting, displaying, transferring, analyzing, or
storing Tier One or Tier Two sensitive data shall apply the following standards:

1.

Personally assigned portable computing devices shall have full disk (hard drive)
encryption requiring a username and password.

Portable computing devices shall have the boot up from external or secondary devices
disabled. Boot up shall only be permitted from the hard drive.

An automated screensaver lock shall be enabled after 15 minutes of inactivity. Re-entry
into the laptop will require a username and password.

Portable computing devices that are inactive for 15 minutes shall automatically lock.
Do not store Tier One sensitive data on shared pool portable computing devices.

Hard drives shall be cleansed using at least a seven pass overwrite procedure
(commonly referred to as the Department of Defense (DOD) standard), where the drive
is written over electronically to eliminate all data prior to surplus or re-assignment to
another user or work area. Contracted agencies shall make available upon request
verification that the device has been sanitized meeting industry standards, seven pass
overwrite, degaussing (sanitation based on magnetism), or complete physical
destruction of the hard drive media.

2.3.5 Portable Media

Portable devices used for collecting, displaying, transferring, analyzing, or storing Tier One or
Tier Two sensitive data shall apply the following standards:

1. Files that contain Tier One sensitive data shall require a password to open.
2. Media that may contain sensitive information shall be encrypted and require a username
and password to access the media prior to file or folder access.
3. Media shall be stored in a restricted access location, surrounded by a durable physical
barrier that is not portable.
4. Disposal of the media shall require wiping electronic media with at least a 7 pass
Wisconsin Weatherization Program Manual PY23 23

July 2022



liomeenergy+

overwrite of the entire medium, degaussing (sanitation based on magnetism), or
complete physical destruction of the medium.

2.3.6 General Electronic File Creation and Storage

Tier One sensitive data shall not be used to name files or folders. Faxing or transmitting original
or copies of SSN cards, dr i v kcenées, identification cards, or any Tier One data is prohibited.

2.3.7 Shared Network Drive

Shared network drives are accessible to individuals through a server for the purposes of sharing
electronic files and folders. Files containing Tier One and Tier Two Sensitive data stored on a
network drive shall be stored in a secured folder limited to staff that require access to the data.

2.3.8 File Transfer Protocol (FTP) Sites
An FTP is an internet site intended to transfer files or folders. Tier One and Tier Two Sensitive
data on FTP sites shall require the following standards:

1. Files require a password to open.

2. The password shall not be stored in the file name, file properties, or other related
information files about the file (aka metadata).

3. Password is to be provided to the end user via phone, email, or other separate method
of communication.

4. Sensitive data shall not be stored on an FTP site as a long-term or permanent solution.

2.3.9 Email

An agency shall not email Tier One sensitive data. An agency may not request applicants to
submit Home Energy Plus applications by email. An agency shall not accept Home Energy Plus
applications by email. Upon receipt of application materials from applicants or household
members by email, the material shall be quarantined and handled appropriately. The sending
individual shall be contacted, informed of the policy, and provided an alternative option for
submitting the application. Weatherization Referral Applications are considered Tier Two data.

2.3.10 Hard Copies

Hard copies are any information printed, written, or displayed on a surface, such as paper.

Storing hard copies:
Tier One sensitive data that are printed or physically displayed on media shall:

1. Be stored in a locked access location (key code door, key, combination lock, etc.).

2. Meet programmatic requirements for record retention requirements. See specific
program policies for requirements.

3. Be disposed of through complete destruction of the material, including shredding the
media into confetti or burning the materials.

Tier Two sensitive data that are printed or physically displayed on media shall:
1. Be stored in a restricted access location.
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2.

Meet programmatic requirements for record retention requirements. See specific
program policies for requirements.

Be disposed of through complete destruction of the material, including shredding the media into
confetti or burning the materials.

Hard copies in transit:
When Tier One sensitive data are printed or physically displayed on medium that is in transit:

1.

4.

The data shall be stored in a location secured by a durable physical barrier requiring a
key, such as a locking metal file case, locking vehicle trunk, lock box, or delivery truck.

When transporting hard copies containing Tier One data, the media shall always be
attended by an authorized individual.

When transporting hard copies containing Tier One data, a log shall be maintained of
applications in transit from the point of origin and point of receipt.

The log of hard copy applications in transit will be made available upon request.

When Tier Two sensitive data are printed or physically displayed on medium that is in transit:

1.

When transporting hard copies containing Tier Two data, the media shall always be
attended by an authorized individual.

2.3.11 Quality Assurance

Contracted agencies shall have procedures established to ensure:

1.

Employees and contractors are made aware of the sensitive data policy requirements
annually. The agency is responsible for ensuring signers of the Non-Disclosure
Agreement have a full and complete understanding of the Home Energy Plus Policy for
Handling Sensitive Data.
Technology and devices are within the standards set forth in this chapter.
When scanning (making an electronic copy of) documents for storage, the original hard
copy or source data are to be maintained until the scanned document imagery is
secured. Original hard copies and source data are to be handled and destroyed in
accordance with applicable document retention guidelines.
Documentation is written and maintained for plan of action regarding incident
management and data handling. Employees are to immediately notify their supervisor if
it is suspected that sensitive data may have been compromised in any way (i.e. loss,
theft, unattended media, including, but not limited to, PCs and laptops). Incident
Information to be recorded and retained:
a. Date, time, and location of incident.
b. Description of what happened to expose the data.
c. List of potential impacted identities shall be made available upon request in a
password secured document.
Plan of prevention and correction.
Incident information will be password protected in a secured folder on the
networkdrive and restricted to the necessary authorized individuals.
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The Division shall be notified of any incidents and corrective actions.

5. Contracted agencies and subcontracted agencies shall not:

a.

Scan, photocopy, or retain photo identification of program customers or
household members.

Scan, photocopy, or retain Social Security cards of program customers or
household members.

Send or request materials to be sent containing social security numbers by public
or private mail, post, or messenger service.
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Chapter 3.0 | Eligibility
3.1 General Eligibility

To be eligible for weatherization, both the building and the household(s) residing in the building
unit(s) must meet HE+ program eligibility criteria.

Within the constraints of the program, Agencies shall provide services to buildings that have
rental units occupied by eligible households. Agencies are required to make a substantial effort
to weatherize a number of rental units that is proportional to the percentage of renters in the
low-income population residing in their service territory.

3.2 Household Eligibility

Household eligibility is established by the WHEAP provider in the county where the applicant
resides. For information regarding WHEAP eligibility guidelines, see the WHEAP Manual,
Chapters 3 and 4.

3.2.1 Eligibility Timeline

There are two eligibility stages, and both are contingent upon the household remaining at the
address for which the initial eligibility was established.

Stage 1: The household is eligible for weatherization services for one year from the
WHEAP application date, contingent upon building eligibility. During this one-year time
period, an energy audit shall be completed or the eligibility of the household for
weatherization shall be re-established by re-applying for WHEAP.

Stage 2: The completed energy audit date is the start of the Stage 2 time period. The unit
shall be reported as completed within one year of this date. If a building is vacated while
work is in progress during Stage 2, the agency may contact the HE+ Help Desk for
guidance on expensing and reporting incomplete units.

Deferrals do not extend the eligibility time periods. When either time period is exceeded,
household eligibility shall be re-established by the WHEAP agency, and a new priority for
service is established.

3.2.2 Multi-unit Eligibility

When only Public Benefits or EAP funds are used to weatherize multi-unit buildings:
1. 50 percent or more of the units must be occupied by eligible households; or

2. 50 percent or more of the units will be occupied by eligible households within 180 days
under a federal, state, or local government program for rehabilitating or making similar
improvements to the building. The agency shall receive approval from the Division prior
to utilizing this qualification process. Contact the HE+ Help Desk to request permission.

When any DOE funds are used:

1. 66 percent or more (50 percent or more for duplexes and 4-unit buildings) of the units in
the building must be occupied by eligible households; or
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2. 66 percent or more of the units will be occupied by eligible households within 180 days
under a federal, state, or local government program for rehabilitating the building or
making similar improvements to the building. The agency shall receive approval from the
Division prior to utilizing this qualification process. Contact the HE+ Help Desk to request
permission.

All units required to meet the percentage amounts above shall be eligible before the energy
audit is completed or the eligibility of the household shall be re-established by re-applying for
WHEAP. If the multi-unit building is not eligible for weatherization, service to the entire building
shall be denied.

3.2.3 WHEAP Applications for Multifamily (5+ unit) Buildings

Weatherization agencies shall refer multifamily buildings to the local WHEAP agency for
application intake. The local WHEAP agency shall complete an application for any households
in the building without a current year application and discuss the eligibility results with the
weatherization agency within 30 days of receipt of the referral.

If the building does not have the required number of eligible units to proceed with weatherization
after the local WHEAP agency has completed application efforts, the two agencies shall discuss
what further steps may be necessary to qualify additional households or decide to delay
weatherization of the building.

3.3 Building Eligibility

Once initial household eligibility is established by the WHEAP agency, the weatherization
agency shall determine building eligibility. A building must be a structure including a stationary
mobile home, single-family house, multi-unit apartment building, or qualified shelter or other
group facility. Government institutions, halfway houses, nursing homes, recreational vehicles
(RVs), cars, trucks, and tents are not eligible buildings. Buildings having only a commercial use
are not eligible for weatherization. If a structure was originally designed and built for a use other
than residential (e.g., manufacturing, commercial, worship) and has been converted to
residential or is now being used as a residential building, the agency shall receive approval from
the HE+ Help Desk prior to proceeding with weatherization.

A building is eligible for weatherization if it:

1 Contains the required number of units occupied by eligible households, or contains units
that will become eligible within 180 days under a Federal, State, or local government
program for rehabilitating or making similar improvements to the building; and

1 Has not been previously weatherized, or
1 Completion Date on or before 7/1/2006 for DOE, Public Benefit and LIHEAP funding.

The Home Energy Plus System has updated functionality for Re-Weatherization. A building is
eligible for re-weatherization if a current year HE+ application deems the household income
eligible. Adding a Re-weatherization Cycle will be allowed on Buildings where the Job
Completion Date is on or before 7/1/2006 for DOE, Public Benefit and LIHEAP funding. Units
previously weatherized may receive any additional measures as determined by an assessment
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utilizing DOE approved energy audit protocol. A Completed Unit has received all appropriate
weatherization measures required by the energy audit and meets the following criteria: the
building has passed a final i nspection; the
completed the owner sign-off document, or a good faith effort has been made to obtain the sign-
off; and a completion date is entered on the associated HE+ System/WisWAP job.

The Add Re-Wx Cycle ribbon action will be enabled (green) in the system. The ribbon action will
be disabled (red) for a Job Completion Date after 7/1/2006. In the situation where a mobile
home was weatherized but now a different mobile home is on the same lot, you are required to
email/call the HE+ Help Desk so that the Division can manually update the RE-WX cycle for the
property address.

3.3.1 Group Homes

Agencies may weatherize eligible private, non-profit, or publicly-owned long-term group homes.
If a group home is owned by a religious organization, the agency shall use PB funds if PB
eligible and EAP funds if not PB eligible.

Group homes are eligible when they meet the household and building eligibility criteria above.
The agency shall establish the number of units in the building using the Separate Living
Quarters definition in Chapter 1. For example:

1 Single Units: If residents share a kitchen, the building may only be qualified as a single
unit with all residents counted as one household for application purposes.

1 Multiple Units: If the group home is composed of more than one unit, determine eligibility
for each unit and treat it as the building type it most closely resembles (e.g., 2 to 4-unit).

The owner or operator of a group home is required to pay at least 15 percent of the total cost of
weatherization if space heating is billed to an account paid by the owner or operator or the
owner/operator provides the heat.

3.3.2 Temporary Shelters

A temporary shelter is any unit or units whose principal purpose is to house, on a short-term
basis, individuals who may or may not be related to one another (e.g., transitional housing for
homeless persons, domestic abuse shelters). Nursing homes, prisons, or similar institutional
care facilities are not eligible temporary shelters.

Agencies may weatherize temporary shelters without an income eligibility test or WHEAP
application. However, only properties owned by non-profit entities or units of government and
their subsidiaries, such as housing authorities, are eligible. If a temporary shelter is owned by a
religious organization, the agency shall use PB funds if PB eligible, and EAP funds if not PB
eligible.

The owner of a temporary shelter is required to pay at least 15 percent of the total cost of
weatherization if space heating is billed to an account paid by the owner or operator or the
owner/operator provides the heat.

Wisconsin Weatherization Program Manual PY23 29
July 2022

prope.


mailto:heat@wisconsin.gov

liomeenergy+

For the purpose of determining how many units exist in a shelter, an agency shall count each
800 square feet of the shelter living area as a unit or count each floor of the shelter that has
living area as a unit.

3.3.3 Buildings Containing Commercial Property

Commercial property is not eligible for weatherization. If a building contains one or more eligible
units and is also used for commercial purposes, only the part of the building that is residential
may be weatherized.

Where a measure will need to be installed on both the eligible unit and commercial area to be
effective (e.g. insulating sidewalls) the agency shall charge the portion associated with the
eligible unit to the program and charge the portion associated with the commercial area to the
property owner. The cost of weatherizing the commercial space charged to the property owner
may not be counted toward a required owner contribution for weatherization of the residential
space. If the property owner declines the measure or declines to pay for the portion associated
with the commercial area, the building shall be denied.

3.3.4 Owner-occupied Multifamily Buildings T Condominiums

If each unit in a multi-unit building is separately owned and occupied by the owner, then each
eligible unit shall be created as a separate building in HE+ System/WisWAP. Work on common
area measures is allowed only when all units in such a building are occupied by eligible
households.

3.3.5 Limitations and Exceptions to Building Eligibility

A building is not eligible for weatherization, even if occupied by an eligible household, if the
building was previously weatherized with program funds, unless:

1 The building was damaged by fire, flood, or natural disaster, and repair of the damage to
weatherization materials is not covered by insurance; or

1 The building is eligible for re-weatherization.

If the occupancy of the unit changes to another low-income family, the unit does not become
eligible for additional weatherization. A building is not eligible for weatherization, even if
occupied by an eligible household, if a federal, state, or local program has designated the
building for acquisition or clearance within 12 months from the date weatherization would be
scheduled to be completed.

3.4 Proof of Ownership

The agency is responsible for verifying ownership by obtaining a copy of one of the following
documents and retaining the documentation in the customer file and upload to the HE+
System/WisWAP:

T Property tax bill, deed, or wverifiofficeti on

9 Life-estate or life-tenancy documentation that is recorded with the County Register of
Deeds. If the life-estate is included in the provisions of a will made by the former owner
of the property, the requirement for registration may be waived. Contact the HE+ Help
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Desk for further guidance.

1 A land contract, the buyer may be considered the property owner if the land contract is
registered with the county and the buyer is responsible for paying property taxes and
buil ding maintenance. Not ari zation ofs a | and ¢
claim to the property.

1 A Quit Claim Deed and required additional information, including but not limited to
evidence that the tax records show the new owner as responsible for paying property
taxes or evidence the giver of the deed was the owner of the property at the time of
conveyance. A Quit Claim Deed alone is not sufficient proof of ownership.

3.4.1 Manufactured Homes

Mobile or manufactured homes on private property are not required to be titled according to

State of Wisconsin law. If a customer resides in a mobile or manufactured home that is on

private property and does not have a Certificate of Title, a Bill of Sale, or a copy of a

Homeowner 6s I nsurance, the customer must provide
the property where the address, such as property tax records, deed, or other verification of

ownership of the land on which the manufactured home sits.

If a customer resides in a mobile or manufactured home that is located in a mobile home park or

community (not on private property) and does not have a Certificate of Title, the agency may

complete a title search through the Department of Safety and Professional Services (DSPS)

website at https://esla.wi.gov/verifylicense. I f the search returns a repor
name, a serial number, and a title number, a printed copy of that report will serve as a substitute

for the Certificate of Title. The agency is encouraged to work with the customer to obtain a title

by mailing the completed application and necessary payment to the DSPS.

If the customer is unable to provide or acquire a title, the following documents may provide
sufficient proof of ownership:

9 Bill of Sale;

T Copy of the Homeownerdés I nsurance where the do
househol d memberds name as t he bildng(ed.iserigl owner
number, make and year);

1 Property tax or municipal permit fee records that name a household member or
homeowner as responsible for the taxes at the address listed on the HE+ Application.

3.5 Denial of Weatherization Services

Agencies shall provide comprehensive weatherization services to eligible units occupied by
eligible low-income persons. Weatherization services shall be denied when:

1 The housing type is not an eligible building.
1 The building was previously weatherized and is not eligible for re-weatherization.

Upon denial of weatherization program services, the applicant shall be given a copy of the
agencybs appeal p 3.9 AppehllProeess]. s e e
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3.6 Deferral of Weatherization Services

The decision to defer work is difficult but necessary in some cases. Whenever appropriate,
educational information on how to address the deferral reason shall be shared with the
customer. Agencies shall pursue reasonable options on behalf of the building owner and use
good judgment in dealing with difficult situations. Agencies shall not defer service without
pursuing other options and identifying other resources to address identified hazards.

The Division administers several housing programs that may be appropriate referral resources,
including:
1 Community Development Block Grant (CDBG) - Small Cities Housing Program

CDBG i Housing Revolving Loan Fund Program

1

1 HOME Homebuyer and Rehabilitation Program

1 Weatherization Readiness Funds: DOE WRF, LIHEAP, Public Benefits Repair (see
8.10.1)

Weatherization services shall be deferred when:

1 The customer refuses major measureswhi ch woul d result in a

a unit, per WPN 19-4 1 Attachment 8. The decision to decline a major measure must be
documented in the customer file.

1 Repair measures cause the proposed cumulative SIR to drop below 1.0 for DOE jobs,
and 0.80 SIR for Public Benefits or LIHEAP funded jobs and the agency chooses not to
use the LIHEAP or Public Benefits Repair (ZZ Repair codes) option or it is not an eligible
housing type to address the reason for deferral. Agencies shall then defer all services to
the customer until the repair issue is addressed with other funds.

1 A manager, or designee, review of health and safety costs is required for single-family
houses and mobile homes where completed energy audits show total estimated health
and safety costs of $5,000 or greater. A note of the agency approval shall be included in
the building file in the HE+ System/WisWAP. Estimated health and safety costs in
excess of $5,000 may indicate that an excessive proportion of the work to be completed
is not expected to generate sufficient energy savings to proceed with weatherization.
LIHEAP, Public Benefits or DOE Weatherization Readiness Funds (ZZ Repair Codes)
should be considered on a case-by-case basis to address deferral issues.

9 The building condition or occupants present a serious crew safety concern.

1 There are no energy conservation measures to complete and/or the cumulative SIR is
less than 1.0 for DOE funded jobs, and less than 0.80 for Public Benefits and LIHEAP
funded jobs. All jobs must have ECMs to use Repair or Health and Safety funds.

1 There are changes to household eligibility status.
9 The building is listed for sale, in foreclosure proceedings, or is foreclosed.

Pictures documenting the reason for deferral shall be part of the customer file record and
uploaded to the HE+ System/WisWAP. Agencies shall create a building in the HE+
System/WisWAP reporting system, document the deferral status, and select the reason(s) for
deferral. As shown in Table 3.1 below, most deferral reasons require a notification letter be sent
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to the customer unless accessing LIHEAP Repair funds to address the reason for deferral.
When planning to use LIHEAP Repair funds, mark the building as deferred but do not send a
deferral notification.

Special conditions apply to asbestos deferrals and corrective action taken by the customer
(WPN 22-7). See Section 9.6 Asbestos-Containing Materials (ACM) for additional information.

Table 3.1: Deferral Reasons and Notification Letters

Deferral Reasons Notificatiqn
Letter Required
Air Quality: Chemical or Combustion Hazard Yes
Asbestos: Non-vermiculite Yes
Asbestos: Vermiculite-Attic Yes
Asbestos: Vermiculite-Sidewall Yes
Building for Sale or in Foreclosure Yes
Clutter/Restricted Access to Work Areas Yes
Dangerous/lllegal Activity Yes
Lead Paint Hazard Yes
Mold/Moisture Yes
Occupant Health condition Yes
Possible Asbestos-Containing Material Yes
Refused/Unable to Pay Contribution No
Remodeling Yes
Repair: Structural and/or Electrical Deficiencies Yes
Sewage/Animal Feces Yes
SIR < 1.0 DOE or < 0.80 PB/LIHEAP based on Modeling Yes
SIR <1 due to repairs/H&S Yes
Vermin/Pests Yes
Water/Moisture Issues: Basement, Roof, or Ceiling Yes
Other Yes

3.6.1 Deferral Notification Requirements

Upon the decision to defer weatherization program services, the customer shall be notified in
writing within five working days based on Table 3.1 above. The notification shall be sent by mail
or hand-delivered. Agencies shall continue to make appropriate referrals to any programs
available to assist customers in resolving the deferral issue(s).
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Notifications shall include:
1 Acopyoftheagencyb s appeal procedur e.
1 The Deferral of Service Notification Template is available in the HE+/WisWAP System.

The notice shall include the reason for the deferral, and the means by which the customer can
rectify the situation so the weatherization measures can be performed. The requirements for
rectifying the deferral shall be reasonable and appropriate to the severity of the situation being
addressed. The agency shall provide the customer a reasonable timeframe to correct the
identified issue. The deferral notice shall indicate the date in the Form on the HE+
System/WisWAP.

Any eligible customer that complies fully with these requirements shall be reinstated and the
status of the building in HE+ System/WisWAP can be changed to In-progress so weatherization
work can progress as soon as reasonably possible. There is no time extension for the eligibility
period due to a deferral. If the unit cannot be reported as complete within the eligibility period,
the customer must reapply for WHEAP and they do not retain their priority.

3.7 Appeal Process

Agencies shall have an internal appeal process. Upon the deferral or denial of weatherization
program services, the customer shall be given a copy ofthe agency6 s appeal procedur e.
appeal process may be the same when an applicant is denied service or when service is
deferred. If, after following the appeal process, a customer wishes to contact the Division, they
shall be provided with the HE+ Plus Hotline number: 1-866-HEAT-WIS (432-8947).

3.8 Tenant Notification

By signing the Rental Work Agreement, the owner agrees not to raise rent(s) for a period of one
year, beginning on the date of the completed final inspection, because of the increased value of
the unit(s) when the value is increased solely because of the weatherization work. Agencies
shall inform tenants of this rent provision. An optional Tenant Notification form is available on
the Home Energy Plus Training & Technical Assistance (HE+ TTA) website under the Field
Forms heading. If a complaint arises due to an alleged violation of the Rental Work Agreement
and the complaint is not resolved through the agency complaint process the tenant may submit
a written request for investigation to:

Department of Administration

Division of Energy, Housing and Community Resources
Quality Assurance Section

PO Box 7970

Madison, WI 53707-7970

3.9 Owner Contributions

In rental buildings with two or more units where owners are responsible for paying heating costs
or that have a shared meter for space heating, owners are required to make a contribution
amounting to a minimum of 15 percent of the total cost of the weatherization work. Non-profit
organizations that are owners or managers of eligible rental property are not exempt from the 15
percent contribution requirement. Owners who are themselves eligible for WHEAP are exempt
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and not required to make an owner contribution. An owner shall meet the contribution
requirement with a cash contribution.

Agencies wishing to collect additional contributions from rental building owners shall draft an
agency policy and request approval via the HE+ Help Desk.

3.9.1 Multifamily (5+ unit) Buildings

Owner contributions may be used to cover the cost (or a portion of the cost) of any allowed
weatherization measure that does not meet a minimum 0.80 SIR test under the following
conditions:

1. The ownerds contribution s h-ddwhamountneededt®!| t o or
generate a measure SIR greater than or equal to 0.80 for Public Benefits and/or LIHEAP
funded jobs.

2. The ownero6s contribution shall be at | east 15

performed when the heat is provided through a shared meter.

3. The buy-down of measures shall not result in other cost-effective measures being
dropped. All measures that were cost-effective after the initial energy audit remain a part
of the list of measures to be completed.

4. The cumulative SIR shall be greater than or equal to 0.80 for Public Benefits and/or
LIHEAP funded jobs.

5. There shall be documentation in the customer file of the energy audit, including
measures that will be completed which have an initial SIR of less than or equal to 0.80
for Public Benefits and/or LIHEAP funded jobs.

6. A summary of all costs associated with the weatherization of the building shall be
retained in the customer file.

7. The ownerd6s contribution can be us peoteligber t he
as an energy conservation measure. A copy of the paid invoice for the water heater(s)
shall be uploaded to the HE+ System for documentation. See Section 8.7.3.2 Multifamily
Water Heater Replacement Specifications for additional information.
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Chapter 4.0 | Baseload Services
4.1 General Policy

Baseload Services is a program available for 1 to 24-unit buildings and is funded with Public
Benefits and EAP funds only. Receipt of Baseload Services does not prevent an eligible unit
from receiving full weatherization services in the future. Baseload Services and full
weatherization do not have to be completed within the same contract year. See 4.6 for
additional guidance.

4.1.1 Eligibility and Priority of Service

An agency shall target Baseload Services as described in 2.1.3 Priority of Service. Households
are eligible for Baseload Services when they meet all eligibility requirements for the
weatherization program. Such households may include:
 Units with an SIR < 0.80; or
1 Households that are referred by the WHEAP agency and receive heating system work
under the Home Energy Plus Furnace Program, such as Emergency Furnace or Non-
Emergency Furnace services; or

1 Households with high electrical use.

4.1.2 Assessments and Work Agreements

A computerized energy audit is not required for buildings to be considered for Baseload
Services. The agency shall complete an initial visit to assess Baseload needs prior to delivery of
refrigerator and/or freezer measures. The agency may complete lighting measures during the
initial visit. The agency shall use the Baseload Services Work Agreement and shall address
rental property-related items such as owner contribution and ownership of appliance(s), as
required.

If the agency performed an energy audit of the building, then that audit may count as the initial
visit; however, the agency shall verify that the audit reflects the current building conditions,
including verifying the same appliances observed during the energy audit are still present and
verify the customer has a current eligible application in the HE+ System/WisWAP. All Baseload
work shall be completed within one year of the HE+ application date.

Applicable Weatherization Program Manual requirements relating to materials and provision of
services apply, with the exception of items identified in this chapter.

4.1.3 Documentation and Customer Files

Section 2.2.3 Customer Files applies as follows for buildings that receive Limited Services:

1 Retainitems 17 4 at a minimum, and all documentation (including photographs) relating
to site conditions, expenses, decisions, and activities performed related to the building.

1 Recordkeeping requirements related to qualification for services, status determinations,
and rental property apply.

1 Photographs shall include, at a minimum:
0o Theviewo f t h eextarior i all 8ides
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0 Each appliance prior to replacement, including the nameplate showing model
information, etc.

1 Providing the Baseload Services customer with a Weatherization Customer Guidebook
is optional.

4.2 Allowable Measures

The delivery of Baseload Services shall meet or exceed Wx Program standards. The agency
shall recommend measures on the basis of the requirements; however, customer acceptance of
all recommended measures is not required. The following table provides a summary of the
allowable measures included as Baseload Services, along with applicable requirements:

Table 4.1: Allowable Baseload Measures

‘ Measure Category Measure Detall
LED Bulb
Lighting LED Exit Light

Halogen Torchiere Replacement

Remove Existing Unit(s)

Refrigerator
Replacement
Remove Existing Unit(s)
Freezer
Replacement
Water Heater Electric to Natural Gas conversion only

4.2.1 Refrigerator Replacement and Removal

Follow all applicable policies and requirements in Section 8.8 Baseload Measures, with the
following exception: A functioning refrigerator manufactured prior to January 1, 2004 is eligible
for replacement with a properly sized new unit. The agency may replace a newer refrigerator if
NEAT/MHEA modeling indicates an SIR of 0.8.0 or greater for the replacement.

4.2.2 Freezer Replacement and Removal

Follow the applicable policies and requirements in Section 8.8 Baseload Measures, with the
following exception: A functioning freezer manufactured prior to January 1, 2004, and greater
than or equal to 7 cubic feet, is eligible for replacement with a new manual-defrost unit of
comparable or smaller size. Consolidation of two or more existing freezers with a single new
replacement is allowed if both existing freezers qualify for replacement. The agency may
replace a newer freezer, if NEAT/MHEA modeling indicates an SIR of 0.80 or greater for the
replacement.

4.2.3 Refrigerator and Freezer Specifications

Technical specifications are available in Refrigerator/Freezer Attachment 4 available on the
HE+ TTA website under Weatherization b Procurement.
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4.2.4 Water Heater

An Electric to Natural Gas conversion water heater replacement is allowable as a Baseload
measure when an existing natural gas service is available in the building. Follow all applicable
policies and requirements in 8.7.3 Water Heater Replacement General.

4.3 Reported Units and Quality Control

A building does not need to receive all allowable Baseload measures in order to be reported as
a Baseload Services unit. The status of units served in the Baseload Services program should
be tracked in program data systems as fADeferredo.
unit that receives Baseload Services. If the Baseload job receives full weatherization, that
inspection may count toward meeting the 5% QCS requirement.

Mobile homes shall not be reported under Baseload Services. Mobile homes shall be reported
as a regular unit. If the unit comes out of deferral status, contact the HE+ Help Desk to request
a rework job to account for the additional measures.

4.4 Future Full Weatherization

When full weatherization will occur within one year of the completion date of Baseload Services,
the original water heater, refrigerator and/or freezer energy usage may be modeled to take
credit for the energy savings. A comment shall be entered in the comment box on the
Weatherization Assistant measure to explain that replacement(s) occurred under the Baseload
Services Program.

4.5 Warranty Requirements

The agency shall warranty Baseload Services workmanship and products for at least one year
commencing from the date of installation.

To avoid excess costs associated with replacing failed light bulbs, light bulbs that fail within the
warranty period shall be exchanged in a cost-effective manner, such as having customers bring
failed light bulbs into the agency office for exchange.

4.6 Expenditures, Budget Lines, and Direct Labor Rate

Charge those costs associated with the installation of Baseload measures (e.g., measure-hours
and materials) to the Wx Operations budget line only. Charge support costs related to Baseload
Services to the Wx Program Support budget line, as allowable. Baseload Services Program
Support costs are limited to Public Benefits and EAP funds.

Count Baseload measure-hours toward Available Production Hours in the Direct Labor Rate
calculation; do not deduct Baseload measure hours.

The agency may move unspent Baseload Services funds to the Wx Operations, Wx Health &
Safety, or Wx Program Support budget lines.
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Chapter 5| Financial Standards
5.1 Procedures and Documentation

The agency shall establish and maintain fiscal control and accounting procedures as required in
Wis. Stats. 46.036(4) and the federal regulations in 2 CFR Part 200. These procedures shall be
in writing and consistently applied, and shall include procedures for determining the
reasonableness, allocability, and allowability of costs in accordance with the provisions of the
applicable federal cost principles and the terms and conditions of the award. Agencies shall
maintain accounting records on a double entry basis. Agencies are strongly encouraged to
maintain records on the accrual basis of accounting. Agencies shall maintain separate
accounting for distinct programs and activities, and for allocating program expenses to grants
and awards that provide funding for the program.

The agency shall, before each new contact, submit to the Division a contract plan establishing
contract goals and performance benchmarks. The Division will review the submitted plan and
may request changes. The Division will regularly, during the term of this contract, review
performance toward contract goals. Contract allocations may be adjusted based on the outcome
of the contract performance review.

Federal and state regulations require the Division to perform regular quality assurance
monitoring of Agenciesdéd technical, operational, al
is accomplished through work including, but not limited to, field inspections, investigation and
resolution of complaints, and regular review of agency performance metrics, administrative
processes, procurement activities, accounting and data management systems, or financial
reports and audits. Agencies shall support, facilitate, and cooperate with all Division monitoring
activities, being responsive to data and document requests and making personnel and
resources available to Division-designated staff conducting quality assurance activities.
Agencies shall respond to Division monitoring efforts within time frames required by the
Division. The Division may require the creation of corrective action plans as deemed necessary.
Agencies shall implement Division-approved action plans immediately, adjusting policies and
procedures, implementing recommended training activities, or completing other corrective
activities as required.

Agencies shall immediately notify the Division of all changes in key personnel, including the
program manager or director of the weatherization program, the chief executive (CEO,
Executive Director, etc.), leader of the Board (Chairperson or President), or the senior financial
manager/administrator. Agencies shall immediately notify the Division of any potential financial
conditions that could adversely impact program operations. Examples of these conditions
include pending legal activity by a vendor, customer, or employee; organizational cash flow
shortages; and allegations or investigations of fraud or embezzlement. Failure to notify the
Division of potentially adverse financial conditions is sufficient grounds for immediate
termination of the contract.

5.1.1 Source Documentation

Agencies shall maintain at least the following documentation of funding sources (see 2.2.5
Record Retention):

1 Approval to secure funds,
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Applications and requests for modifications,
Signed contract and modification approvals,
Board minutes, and

Proof of receipt/deposit slip, including date, amount, source of funds, and identification of
receipt of funds in cash ledger.

= =4 =4

5.1.2 Expenditure Documentation

Agencies shall maintain at least the following documentation of expenditures:
1 Written prior authorization where required,

Budget approval,

Budget amendment approval,

Extension of vendor contracts,

Internal prior authorization,

Purchase order,

Travel authorization,

Employee contract or time records signed by employee and supervisor,

= =4 -4 4 -4 -4 -4 -

Proof that goods or services were received, bill of lading, and receipt or invoice marked
fireceivedd with initials orandame of person acc

1 Proof of payment using check stubs or copies of checks/vouchers including:
Source of funds,

Date paid,

Amount paid,

Authorization of payment, and

Identification of application in disbursement ledger.

o O O O

5.1.3 Cash

1 Agencies shall make intact deposits (no cash back).

9 The Division does not allow cash payments except from petty cash.

9 Itis not necessary to keep funds from separate grants (contracts) in separate bank
accounts; however, Agencies shall maintain separate financial records for each grant.

9 Agencies shall perform bank reconciliation at least once per month.

1 Advances may only be used for allowable weatherization costs that occur during the
grant period.

Grant funds may only be used for allowable weatherization program expenses. Any use of
weatherization program funds for expenditures other than those allowed by the weatherization
program, even on a temporary basis, may result in immediate termination of the contract.

5.1.4 Financial Audits

Agencies shall have an annual certified audit performed utilizing Generally Accepted Accounting
Principles and Generally Accepted Auditing Standards. When corrective action plans for audit
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findings are developed in response to audit findings, they shall be immediately forwarded to the
Division.

Federally Funded Awards:

Governmental and Non-profit Grantees, or their assignees, that expend federal funds

during their fiscal year shall comply with the federal regulations in 2 CFR Part 200

Subpart F, and the State Single Audit Guidelines issued by the Wisconsin Department of
Administration. Audit reports are due to the Federal Audit Clearinghouse within the

earlier of 30 calendar days after receipt of t
the end of the audit period.

State Funded Awards:

If an audit is required under the federal regulations in 2 CFR Part 200 Subpart F as
described above, then this section does not apply as State Funded Awards will already
be included in that audit.

Governmental and Non-profit Grantees, or their assignees, which received state funds during

their fiscal year, shall comply with the requirements set forth in the State Single Audit Guidelines

issued by the Department. Audit reports are due to the Department within the earlier of 30

calendar days after receipt of the auditordés repol
period.

Review the Depart me Bingledbdit Godnpianoe Sspplenzent forodatdilson
submission of the reporting package. Questions or comments on the State Single Audit
Guidelines should be directed to the DOAS Single Audit Coordinator.

Article 29 from the contract states that audit reports shall be emailed as a text searchable,
unsecured PDF file to DOADOASSiIngleAuditCoordinator@wisconsin.gov. In addition, audit
reports shall be emailed as a text searchable, unsecured PDF file to
DOASSAGGeneral@wisconsin.gov.

Agencies shall have a method for resolving questioned costs.

The selection of the audit firm shall comply with procurement requirements, with the following
exceptions:

1. A Request for Proposal (RFP) shall be used instead of Weatherization Request for Bid
(RFB) template.

2. An RFP is required regardless of cost.

See 6.11 Financial Audit Request for Proposal for more information on procurement of financial
audit services.

5.1.5 Interest Income

Interest income is income earned on advances of program funds. Agencies shall maintain
unspent advance balances in interest-bearing accounts. The accounts shall be liquid and carry
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no penalty for early withdrawal. During the contract year, advances are reallocated among
program funding sources (DOE, LIHEAP, and Public Benefits) as funds are expended.

Interest shall be allocated to the appropriate Weatherization funding source based on the
advance funding at the time the interest was earned, as shown on HE+ System/WisWAP Fiscal-
Interest Income Allocation Report. Agencies shall report interest earned monthly on the invoice

in HE+ System/WisWAP. To the extent possible, interest earned after June 30, but associated
th the prior year 86s c ont-ouareport. Anhreetessarpe i ncl
amendments to the interest reported in the close-out may be conveyed to the Division by e-mail.

Wi

Interest earned on DOE funds over $500 shall be returned to the State quarterly. Checks shall
be made out to the U.S. Department of Energy and submitted to the Division. Interest earned on
LIHEAP and Public Benefits funds, and interest earned on DOE funds totaling $500 or less may
be retained by the agency and shall be used for weatherization program purposes. Interest
earnings are not Job Cost Reduction funds.

5.1.6 Material Purchasing

The Division does permit blanket purchase orders. Material purchases shall be tracked to an
individual job or managed through a material inventory system that tracks assignment to an
individual job. Agencies shall have a process in place for tracking purchases through the
process if using blanket purchase orders.

There shall be documentation of each material purchase including:

1

=A =4 =4 -4 4 A

Vendor identification

Job identification number (when applicable)
Quantity

Unit description

Unit price

Authorizing signature

Date

For materials stored at the agency there shall be a material inventory log, a record of all
obligations and a way to identify unpaid obligations.

5.2 Disallowed Costs

Disallowed costs are expenses that are not reimbursable using grant funds, as determined by
the Division. If the Division cannot determine if an expenditure is allowable due to inadequate
records or documentation, the questioned cost will be disallowed. Agencies shall reimburse the
Division for the amount of any disallowed costs. Disallowed costs include but are not limited to:

T

1
1
1

Production and Quality Bonus and/or incentive pay for staff or contracts.
Interest expenses, except as allowed under 2 CFR 200.449.

Rework expenses except when specifically authorized by the Division.
Equipment and vehicle purchases with funds other than PB, except when a disposition
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or trade-in is specifically approved by the Division.

1 Unusable, damaged, or lost materials in excess of the limit specified in Section 5.3.2
below.

The Division does not allow the use of Training and Technical Assistance (T&TA) funds for:
71 Costs related to attending meetings (except as noted in 5.3.7 below); or

1 Equipment purchases over the life of a contract that total more than $5,000, withoutprior
written approval from the Division.

5.3 Allowable Costs

An agency shall expend funds provided under contract in conformance with the approved
Contract Work Plan (weatherization contract Attachment H) and the following limitations:

1. Administrative expenditures shall not exceed 10 percent of the budgeted amount per
funding source. Total administrative expenditures may exceed the percent specified in
an agency's contract and the contract planning workbook if original amount allocated
was not 10 percent. Documentation of expenditures is required of total actual allowable
expenditures.

2. Agencies claiming all the administrative expenses as specified in their CPW but falling
short on production are currently required to reimburse the Division for all administrative
expenses claimed that exceed the percentage amount of total allowable expenditures
except as specified below.

o The Division wil/l use the AMont hl y+ Product.

System/WisWAPt o anal yze budget and pr@&dfucti on
Annual Budgetd expendi tur es d&oomf Ammudl UndisxGoadoe db yt h e
more than 5%, Agencies will not be required to reimburse the Division for

administrative expenses claimed in excess of the CPW administrative

percentage of total allowable expenditures. Agencies should ensure that they

have the documentation necessary to support the expenses for their annual

single agency audit.

3. Agencies that exceed the 5% ratio, will be evaluated individually by the Division, in
consultation with the agency to determine, what, if any reimbursement will be due to the
Division.

4. DOE Health and Safety budget shall not be overspent.

5. T&TA budget shall not be overspent, and under-spent DOE T&TA funds shall not be
used to cover over-spending of other funds.

6. Public Benefit (PB) funds may be used only in territories being served by a retail electric
utility that is collecting fees and participating in the state Public Benefits Program under
Wis. Stats. s.16.957.

7. Funds cannot be transferred between funding sources.

8. Expenditures shall meet the reasonableness, allocability, and allowability requirements
of generally accepted accounting principles (GAAP) and federal regulations in 2 CFR
200.

9. Administrative and Support expenditures shall be invoiced from each fund proportional
to the Operations expenditures and should generally align with the monthly production
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plan in the Contract Planning Workbook.

Agencies shall monitor and manage average unit costs in relation to their contract plan.

At the close-out of a contract cycle, the percentage of total annual budget expenditures

(excluding T&TA) shall not exceed by more than 5 percent the percentage of annual unit

goal completions. This data is found in the HE+ System/WisWAP A Mont hly Producti
VsS. Contract Pl ano report

Except as stated above, positive balances in one budget line item may be shifted to
cover cost overruns in other line items. Costs shall be in accordance with applicable
state and federal regulations.

All costs expensed to a contract shall fall within the contract period. All principal
payments on lines of credit shall be made only with funds from the contract period in
which the expenses were incurred. The only exception is for financial audit fees, which,
even though the expense relates to a prior contract period, shall be expensed to the
current contract.

Expenditures incurred for the installation of allowable measures on a completed unit
shall be reimbursed under the contract year the unit is reported completed. Costs for the
installation of allowable measures may be accrued prior to the contract year in which a
completed unit will be reported and reimbursed when the unit is reported as completed
(Advance funds shall not be used to cover these costs). To avoid disallowed costs, an
agency shall ensure that all measures are active and allowable under the subsequent
contract.

Incentive Compensation: Recruitment, Referral and Retention Bonuses

The agency may elect to use up to 2 % of the full contract allocation for bonuses as
described below. Agencies shall use best judgement to develop a plan that includes
eligibility criteria, such as satisfactory performance, that allows the flexibility based on
needs within the organization, the Weatherization Assistance Program and budget
allocation. The timeframe to payout bonuses shall be incorporated into the agency plan.
Bonuses will be allowable only with Program Support, Operations, Administration Public
Benefits funds based on the budget category that pays the employee wages. agency
developed Recruitment, Retention, Referral Bonus plans will not need to be submitted to
the Division but will be reviewed during the Program Administrative Review. Production
bonuses are not permitted. Year-end bonuses are not permitted with program
funds if there is a surplus of contract funds at the end of the contract. All
weatherization employees shall be informed of the agency Bonus plan prior to
implementation and before services are rendered . Agencies shall track the number of
employees hired and retained using these funds and provide this information to the
Division upon request.

1. Recruitment Bonus (per staff person) Optional
Prorated at various intervals based on meeting bonus plan milestones and
satisfactory performance. Administrative and financial positions are also eligible
and should be prorated if they also have non-weatherization responsibilities.

2. Retention Bonus (per staff person) Optional
Retention bonus on an escalating amount based on longevity in the program for
new and existing staff. The staff member must be employed as part of the
Weatherization Program and may be prorated for mid-year hires . Staff on
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temporary leave or those that provide other agency non-weatherization services
that are not part of the WAP shall have the retention bonus prorated based on
the percent time used in the applicable cost allocation for the contract year.

3. Referral Bonus (per weatherization staff person who refers a candidate that
is hired in WAP) Optional
A weatherization staff member may be eligible for the referral bonus if a
candidate is referred and hired for any Weatherization related position. The
referred candidate must be a new member to the organization. The agency
Policy should identify criteria and timeline on when the referral bonus may be
issued to the existing Weatherization staff member.

5.3.1 Administration

Total agency administrative expenses shall not exceed the contracted percent of total actual
allowable expenditures.

Under administration, an agency may charge salaries, wages, and fringe benefits for
weatherization-related personnel. For agency-wide administrative, human resource, finance,
and clerical positions, Agencies may charge as direct expenses only the portion of salaries,
wages, and fringe benefits that can be directly allocated to the Weatherization Program.
agency-wide administrative, human resource, finance, and clerical costs that are directly
expensed cannot also be recovered as indirect costs. For more information on direct and
indirect costs see 2 CFR 200.413 and 2 CFR 200.414.

The Division allows as administrative expenses such items as:

= =4 =4 4 4 -4 -4 4 A5 -4 -

Space

Supplies (paper, pencils, etc.)

Furniture

Operational equipment (fax machines, photocopy machines, etc.)
Computer systems and supplies

Telephone

Postage

Copying

Utilities (Weatherization Program share)

Training (including state-sponsored or agency-developed training)

Professional membership dues in business, technical, and professional organizations
and subscriptions to trade business, technical, and professional periodicals

Indirect costs, pursuant either to a federally-approved indirect cost rate, or election of a
de minimis rate (see 2 CFR 200.414), but only up to the amount allowable in an
agency® administration budget lines, regardless of the federally approved or de minimis
rate.

Out-of-State travel (with prior Division approval of the agency T&TA Workbook) when
directly related to operation/administration of the Weatherization Program and allowed
bycontract. The T&TA Workbook must be amended and approved by the Division if the
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Out of state travel was not included in the prior approved T&TA Workbook.

5.3.2 Operations

Operations expenses result from installing energy conservation measures (ECMs), Health and
Safety measures, and Repair measures. Measure costs may be comprised of direct labor,
materials, delivery, and contractor costs.

5.3.2.1 Direct Labor

The agency shall include the following when calculating an agency direct labor rate:

9 Direct labor costs, including taxes, vacation/holiday time, and job prep/transportation
time,

Supervisory costs,
Inventory control personnel,
Warehousing (program share of space, utilities, etc.), and

= =4 -4 A

That portion of wages and fringe benefits for the program manager and other program
staff that directly relate to crew and/or contractor field operation.

Agencies are required to use the Direct Labor Rate Calculation worksheet in the Contract
Planning Workbook, to calculate their direct labor rate. This calculation shall be performed, at a
minimum, prior to the start of the annual contracting cycle for planning purposes, any time there
are significant personnel or cost changes, and/or as directed by the Division.

The Direct Labor Rate (DLR) worksheet in the Contract Planning Workbook is designed based
on the assumption that the agency will not use funds from the Training & Technical Assistance
(T&TA) budget line for the wage costs of crew members or any staff splitting their time between
Operations and Support (DLR-supported staff) involved in training activities. When these costs
are known or can be anticipated, they should be recovered using the Operations and Health &
Safety budget lines. Accordingly, enter anticipated training time for DLR-supported staff into the
Contract Planning Workbook when this method is followed.

On a monthly basis, the agency shall compute the variance between actual and recoverable
direct labor expenses. Recoverable direct labor expenses are determined by multiplying
measure hours completed by the direct labor rate. Agencies are required to maintain a record of
measure hours completed. The use of the Direct Labor Rate Monthly Variance Tracking
Spreadsheet, found in the Contract Planning Workbook, to perform the monthly reconciliation is
strongly recommended. Due to COVID-19, during this Program Year (2023) it is acceptable to
charge labor during training time to the Training and Technical Assistance budget.

AMeasure hours completedo shall be calcul ated in

1. All measure hours worked on completed and uncompleted jobs during the month,
whether the job has been reported in HE+ System/WisWAP or not. Use this method if
theagencyds policy is to expense direct | abor cost
inventory unbilled labor costs.

2. All measure hours on jobs that have been completed and reported in HE+
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System/WisWAP during the month. Use this method if the agencyd s pol i cy i
unbilled labor costs, rather than expensing these costs when incurred.

The DLR shall be adjusted only if it has been determined that variances are unlikely to reverse
or self-correct prior to the end of the contract. If any changes occur to the DLR within the
contract, the agency shall update the WisWAP default DLR. Monthly reconciliation records shall
be retained and may be reviewed for any continuing pattern of excessively high variances
between actual and recoverable direct labor expenses.

5.3.2.2 Materials Installed

The cost of materials installed that meet Weatherization Program standards and specifications
(see 6.12 Specifications). If materials in stock no longer meet program specifications, an agency
may continue to install materials that met standards when purchased, until the stock of materials
is depleted, unless the Division directs otherwise.

5.3.2.3 Delivery

The cost of having a third party transport weatherization materials to the program warehouse or
directly from the seller to the job site is an allowable cost.

5.3.2.4 Contractor Costs

Contractor costs are the reasonable cost of the installation of weatherization measures by a
private contractor.

5.3.2.5 Repair Costs

The cost of incidental repairs, if such repairs are necessary to make the installation of
weatherization materials effective, are allowable costs when NEAT/MHEA auditing requirements
have been followed as required.

5.3.2.6 Unusable Materials

Total charges for unusable materials shall not exceed 0.25 percent of the total contract year
Operations, Health and Safety, and Baseload expenses. These costs shall not be charged to a
weatherization job. These costs shall not include damage to installed materials or mechanicals.
An agency may only charge unusable materials exceeding 0.25 percent of the total contract
year Operations expenses if approved, in writing, by the Division.

5.3.2.7 Job Cost Reduction

Job cost reduction funds are defined as the gross income earned during the contract year by an
agency from grant supported activities and contributions from outside sources such as local
utilities or property owners (see 3.9 Owner Contributions) in support of an agencyé s
Weatherization Program. Weatherization resources shall not be used to earn income from
activities not permitted by program rules. Job cost reduction funds shall be spent on allowable
Weatherization Program activities. These activities are subject to the same regulations and
conditions as other Weatherization Program funds. All income generated from the installation of
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allowable measures shall be returned to the Weatherization Program and used to weatherize
additional units.

Job cost reduction funds shall be:
9 Used within the contract year earned;
1 Spent on the same job that generated the fund when feasible;

1 Included in the total estimated cost when modeling the measure in Weatherization
Assistant; and

1 Reported in a HE+ System/WisWAP job measure when work is completed. All
measures, including those paid for entirely with job cost reduction funds, shall be
reported in the HE+ System/WisWAP job.

An agency shall maintain financial records by contract year of job cost reduction funds earned
and spent, including the source and amount. Records of the expenditure of job cost reduction
funds shall follow the same general guidelines as contract funds.

Funds from other programs such as CDBG, HOME, some utility programs, or private foundation
grants are generally not considered job cost reduction funds. Leveraged funds do not need to
be recorded in WisWAP if the measure is paid in full with leveraged funds and performed
independently from the weatherization job. For example, if a job is deferred due to a repair issue
that will be addressed with CDBG funds, the job can remain in deferred status until the repair
has been completed. After the deferral reason has been corrected, the building status can be
changed, and the audit can be run without the corrected repair measure. If the SIR is greater
than or equal to 0.8 the agency may proceed with weatherization. Leveraged funds shall not be
used to decr e asde wtrdb@measars ih Weathdrization Assistant.

5.3.3 Program Support

Program support costs are allowable costs when incurred in the provision of weatherization
services as described in this section.

5.3.3.1 Support Labor

Support labor includes costs for staff directly managing weatherization activities and program
staff. Agencies shall not include administrative, human resources, finance, and clerical staff
costs described in 5.3.1 Administration without prior written approval from the Division. To
request approval, Agencies shall submit a waiver request with the Contract Planning Workbook
prior to the start of the contract year.

Allowable support labor costs directly tied to the installation of weatherization measures include:

91 Direct supervision of Weatherization Program staff by the Weatherization Program
Manager and/or Director,

1 Energy audits,
1 Final inspections,

1 Procurement of weatherization services and commodities and associated contractor
management,
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9 Training time not included in the Direct Labor Rate calculation or not included in the
T&TA Workbook,

1 Data entry in HE+ System/WisWAP, and

9 Customer outreach, intake, and scheduling appointments for agency field staff and
contractors.

5.3.3.2 Transportation

This is the cost of transporting weatherization materials, tools, equipment, work crews,
supervisory personnel, and energy auditors. Vehicle usage expenses may include mileage
reimbursement for non-agency owned vehicles and may also include expenses for agency-
owned or -leased vehicles used for weatherization, such as:

1 Gas and oil

License and taxes

Tires and vehicle repairs

Vehicle insurance (collision and liability)
Vehicle purchased using PB funds
Vehicle lease

Vehicle lease termination

= =4 =4 4 4 -4 -9

Vehicle storage costs

Vehicles purchased or leased by the WAP that benefit more than one program may make the
equipment available for use on other projects or programs provided that such use does not
interfere with the work on the projects or program for which it was originally acquired.

A cost allocation for vehicle usage by other programs shall include an equitable distribution of
reimbursement to the WAP for all costs, including those noted above. Use the standard IRS
mileage rate for passenger vehicles and light-duty pickup trucks. For crew trucks and other
large vehicles, establish a reimbursement rate that accounts for all expenses including those
noted above.

5.3.3.3 Tools and Equipment

The Division allows the purchase and/or lease of tools and equipment necessary to install
weatherization materials effectively. Tools and equipment shall include non-consumable items
such as tape measures, insulation blowers, ladders and also consumable equipment (e.g.,
saber saw blades, replacement filters for dust masks, blades for utility knives, etc.). A cost
allocation for use of Weatherization Program tools and equipment by other programs shall
include an equitable distribution of reimbursement to the WAP for all costs, including equipment
maintenance and calibration expenses. See 7.1 Property for further definitions of and
requirements for agency property.

Repair and maintenance costs for tools and equipment are also allowable costs.
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5.3.3.4 Other Support

Other support includes the following costs that occur as a result of staff performing
weatherization tasks or contractors obtaining payment bonds:

1 Telephones

Office supplies

Postage

Copying

Space

Computer supplies and service contracts

Computer equipment for production-based activities
Equipment lease or purchase (other than computers)
Payment bond premiums (see 6.15 Bonding)

= =4 =4 4 4 -4 -4 A A

Reimbursement of travel to attend meetings of the Weatherization Operators of
Wisconsin (WOW)

9 Staff uniforms (includes work boots)

5.3.4 Health and Safety

An agency shall expense treatment of Health and Safety hazards in accordance with 9.1
General Policy. Health and Safety expenses for single-family houses and mobile homes are
limited to $5,000 unless the Program Manager or designee, has reviewed the entire audit and
approved the complete work order. A document or note of the agency approval shall be
included in the building file in the HE+ System/WisWAP. Health and Safety measures are to be
itemized in the computerized audit, but not included in the Cumulative SIR calculation. DOE
Health and Safety expenses shall not exceed the contract DOE Health and Safety budget line
item. If using DOE for Health and Safety items an ECM must be associated with the same job
using DOE funds.

5.3.5 Liability Insurance

The agency shall charge the cost of insurance for the following to this cost category:
Personal injury

Property damage

Operations

Product liability

= =4 -4 4 -

Pollution Occurrence Insurance (POI) 1 (See 5.3.5.1 Pollution Occurrence Insurance

(PON)

The Division strongly recommends that a competitive process is followed for an agency-wide
purchase of a liability insurance policy; for example, receiving at least three quotes from an
insurance broker.
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The cost of liability insurance for vehicles is not allowed in this budget line item. It is a
transportation cost. Payment of liability deductibles is not an allowable cost. Any deductible
payments shall be paid only from agency (non-restricted) funds. The cost of mold and mildew
coverage is not an allowable cost. Self-insurance is not allowed.

5.3.5.1 Pollution Occurrence Insurance (POI)

DOE and the Division strongly recommend Agencies, contractors, and lower-tier subcontractors
be covered by a POI policy. POI coverage is not allowed for vendors providing commodities
only (including refrigerator/freezer delivery), or for contracts that provide services such as
energy audits or final inspections. Recommended minimum limits are $500,000 per occurrence,
$500,000 aggregate for the policy term, and a maximum $2,500 deductible per occurrence.

Anagencys h al | deci de whether to cover its contractor
named i nsuredo or pass t he hgemypchdosednpttothave BOlch cont |
or has POI but chooses not to cover its contractors, it shall inform contractors and require a

signed waiver that indemnifies the agency and the State. The language suggested is as follows:

The Contractor shall indemnify and hold harmless the Weatherization agency, the State of
Wisconsin, and all of their officers, agents, and employees from all suits, actions, or claims of
any character brought for or on account of any injuries or damages received by any persons or
property resulting from the operations of the Contractor, or of any of its agents or
subcontractors, in performing work under this Agreement.

Allowable costs are for a POI policy that covers WAP-related work being performed under an
agreement with a funding source to perform such work on their behalf. The cost for non-
Weatherization Program work covered under a POI policy performed by crews or contractors is
not an allowable weatherization cost and shall be paid for from sources other than the
weatherization contract.

If an agency does not obtain POI or require contractors to have POI, the cost to do remediation,
clean-up, relocation, medical expenses, any litigation/settlement, or any other resulting costs is
not an allowable weatherization expense and must be covered by another funding source.

For more information on POI see the WAPTAC FAQs i Pollution Occurrence Insurance.

5.3.6 Financial Audit

The Weatherization Program is classified as a major program as defined in Title 2 of the Code
of Federal Requlations Subpart F 1 _Audit Requirements.

An agency shall charge the cost of the required financial and compliance audit of the

Weatherization Program to the Financial Audit budget line. Do not include the cost of a financial
auditintheagencybs i ndirect cost rate. Separate funding i
costs shall not be paid with administrative funds.

The cost of a financial audit shall be either the cost of a separate audit of the Weatherization
Program or the Weatherization portion of an agency-wide audit.
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5.3.7 Training and Technical Assistance (T&TA)

An agency shall not exceed the budgeted amount for Training and Technical Assistance.
Training and Technical Assistance activities are intended to maintain or increase the efficiency,
quality and effectiveness of the Weatherization Program at all levels. Such activities shall be
designed to maximize energy savings; minimize production costs; improve program
management, crew, and contractor quality of work; and reduce the potential for waste, fraud,
abuse, and mismanagement.

An agency shall use T&TA Funds for:

T
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The cost of training programs and training materials,

In-state travel costs and registration fees for training weatherization staff,

Labor/Fringe costs for staff compensated from weatherization funds,

The cost of subscriptions to Weatherization Program-related periodicals,

Program evaluation costs, including labor costs, in accordance with the program budget,

Costs associated with out-of-state training when approved in the agency T&TA
Workbook,

The cost of training certifications that are required by the Division or DOE, including but
not limited to, Energy Auditor, Quality Control Inspector, Lead-Safe Renovator, Asbestos
Supervisor, and Asbestos Inspector.

The cost of travel to Ad Hoc Work Group meetings for designated employees;
State-directed agency meetings;

All or part of the cost of training contractors (see 5.3.7.2 Contractor Training) is only
permitted with PB T&TA funds; and

Education for customers on energy conservation practices, including the information that
is relevant to conditions noted in the home, the identification of the measures completed
on their home and how to maintain those measures over their lifetime. The Wisconsin
Weatherization Customer Guidebook is designed to incorporate that information for the
programbés customer s.

5.3.7.1 T&TA Labor Costs

Labor costs paid with T&TA funds are limited to:

1 Labor that is directly linked to a specific training activity;
1 Training labor hours for training of staff or a stipend for contractor employees who are
compensated from Weatherization funds;
1 Labor included in the approved T&TA agency Workbook;
1 Labor used to provide customer education after the installation of energy conservation
measures; and
1 Labor required as a part of program evaluation.
There shall be complete documentation of any labor costs associated with an agencyd s i nt er nal

training, including the training activity/topic; the hours involved in the training, and names and
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positions of those trained; the development and distribution of the individualized Weatherization
Customer Guidebook; and the hours charged for the participation in and support of program
evaluation (e.g., state or national evaluation).

5.3.7.2 Contractor Training

Any costs associated with training contractors shall be preceded with a retention agreement in
exchange for the training. Reimbursement may include the registration fee, course materials,
mileage, meals, lodging costs and stipend as specified in the retention agreement. Only PB
T&TA funds may be used for reimbursement of any costs associated with training of
contractors.

Whenever possible, the term of a retention agreement shall coincide with the one-year contract
(between the agency and the Contractor) or one-year renewal period. Otherwise, the retention
agreement shall be for the duration of the contract from the time the training is provided, not to
exceed one year. Training, but not certification as a Lead or Asbestos Company or maintenance
of any certifications, may be provided to contractors meeting retention requirements. Note that
the retention agreement requirement does not apply to agency or State contractor orientation
sessions or when Agencies provide instruction to contractors on improving technique as
needed.

Agencies shall consider whether the term of the retention agreement aligns with the cost of
training provided. Contact the Division for additional guidance regarding this, if needed. The
required Retention Agreement Template can be found on the HE+ TTA website under
Weatherization b Procurement. The template may be edited as specified in the document.

5.3.7.3 Out-of-State Travel

Out-of-state travel for conferences or other training shall be approved through the T&TA
Workbook. Workbooks will be sent to Agencies for completion and Division approval prior to the
start of a new contract year. T&TA Workbooks may be amended and submitted to the HE+ Help
Desk for approval at any time during the contract year.

5.3.8 Braiding Funds (DOE, PB, and EAP)

DOE funds shall only be used to weatherize 1 to 4-unit site-built homes meeting all required
DOE standards and specifications. Jobs that have a cumulative SIR of 1.0 or greater, and any
individual energy conservation measures (ECMs) for which DOE funding is used shall have an
SIR of 1.0 or greater (air sealing is an exception) and will be reported as DOE units. Other funds
must be used to pay for measures with SIRs less than 1.0. PB and EAP funds are allowed for
weatherizationof all housing types. In general, funds may be braided (split) on a measure basis
as allowed in HE+ System/WisWAP with the following exception.
1. If a customer refuses ventilation required by ASHRAE 62.2-2016, DOE funds shall not
be used. All measures in the building must be invoiced to PB or EAP. See 8.9.2
Mechanical Ventilation.

The following measures are funded only by PB and EAP. In some areas where the utility does
not participate in PB, EAP may be the only available funding source.
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Water Heater Conversion i Indirect Fired Water Heater
Freezer i Replacement

Freezer i Remove Additional Unit

Health and Safety Air Quality i Other Remediation
Window Replacements / Door Replacements

= =4 =4 -4 A

Verify your agency has PB or EAP funding available for planned expenditures toward these
measures. See also Appendix D HE+ System.

5.3.9 Average Cost Per Unit (ACPU)

The Department of Energy (DOE) sets a limit on the average amount of DOE funds that can be
spent per unit. For Program Year 2022 to 2023, the statewide Average Unit Cost limit is $8,009
for DOE funds. Agencies shall manage job costing to adhere to this average limit for DOE funds
spent on all units completed in a contract year. DOE fund line items included in determining the

Average Cost Per Unit are Program Support and Operations.

5.4 Reporting Requirements

The agency shall submit reports to the Division on a monthly and contract basis. The agency
shall also submit special reports as requested by the Division.

An authorized agency representative shall review all reports and sign financial reports before
submission. The Division reserves the right not to accept as timely reports that are incomplete
or inaccurate.

When submitting electronic financi BB+ reports, cl i
System/WisWAP has the same implications as a sighature and shall only be performed by an
authorized agency representative.

5.4.1 Monthly Financial Reports

Monthly reports shall be submitted through the HE+ System/WisWAP electronic system by the
fifteenth (15") day following each contract month. Completed unit information to be included on
the monthly invoice can be entered any time before the invoice is created.

Electronic reports received by the 5™ of the month will be reimbursed first and a second
reimbursement for those received by the 15%. If the 5" or the 15" of the month fall on a weekend
or holiday, the deadline is extended to the next business day.

Monthly financial reports are subject to a four-stage approval process before reimbursement:

1. Initial agency approval,

2. agency authorized representative approval,

3. Division representative approval, and

4. Division of Enterprise Operations (DOE) representative approval.

The expenditure reports shall present an accurate statement of allowable costs incurred for the
month. The agency shall submit separate Weatherization Expenditure Reports each month for
each grant funding source.
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5.4.2 Unit Reporting

All measures identified in a work order shall be invoiced in the contract year the unit is reported
as complete. If a measure is completed and invoiced, the unit shall be completed in that
contract year. If the unit is not completed by the end of the contract year, any invoiced measure
costs will be disallowed and shall be backed out and reentered for the new contract year. Costs
for the installation of allowable measures may be accrued prior to the contract year in which the
completed unit will be reported, and then reimbursed when the unit is reported as complete. To
avoid disallowed costs, care shall be taken to ensure that all measures are active and allowable
under the subsequent contract.

5.4.3 Final Program Review (Close-Out Report)

The agency shall submit the Final Program Review Close-Out Report (Close-Out Report) to the
Division no later than 60 calendar days from the end of the contract period or upon termination
of a contract. No production charges are allowed unless approved by the Division.

The Close-Out Report contains multiple parts. The Division does not consider the Close-Out
Report finalized until each of the multiple parts is submitted and approved.

1. The Close-Out Report consists of the following:

a. Electronic submittal using the Division Close-Out Report Excel Spreadsheet
which includes:

i. Return of Unspent Advance Funds, by funding source, if applicable,
ii. Return of Overspent Admin Amount, if applicable,
iii. Total Number of Completed Units,
iv. Job Cost Reduction Reconciliation,

v. Tool and Equipment Purchase of items with an acquisition cost of $5,000 or
more when DOE or LIHEAP funds were used for the purchase,

vi. Vehicles Purchased and Leased when DOE or LIHEAP funds were used for
the purchase,

vii. Program Support Expended to Planned,
viii. Interest Income Earned from Advances, by Fund Source, and
ix. Admin Expended as a % of Total Actual Allowable Expenses.

2. Checks for the return of unspent advance funds and/or overspent administration, if
applicable, are to be made payable to the Department of Administration.

The Close-Out Report shall be submitted via e-mail to DOADEHCRFiscal@wisconsin.gov with
the subject line 'Close-Out Report.’

5.4.3.1 Final Month 13 Close-Out Invoice

An agency shall submit, electronically through HE+ System/WisWAP, a final month 13 invoice
for each fund.
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5.4.3.2 Units Completed

An agency shall report the total number of units completed during the contract period on the
Close-Out Report. The total number of units shall reconcile to the Average Invoice Cost per Unit
HE+ System/WisWAP report which can be found in Reports/Fiscal/Average Invoice Costs per
Unit.

5.4.3.3 Job Cost Reduction (JCR) Reconciliation

An agency shall report the following JCR information on the Close-Out Report:
1. Enter the Total Cost Reductions amount earned in the contract year; and
2. Enter the total Amount Expended in HE+ System/WisWAP in the contract year.

The Total Cost Reductions amount and the total Amount Expended in Home Energy
Plus/WisWAP shall reconcile to the Average Cost per Measure HE+ System/WisWAP report
found in Reports/Job Costing/Average Cost per Measure.

5.4.3.4 Tools and Equipment Purchased

If an agency used federal funds (DOE or LIHEAP) to purchase tools or equipment with an
individual purchase price of $5,000 or more, the agency shall provide a list and include the item
description, purchase price, funding source(s), and, if applicable, the percent of funding split if
purchased with more than one funding source. Include a total dollar amount for the equipment
expenditures listed.

5.4.3.5 Vehicles Purchased/Leased

If an agency used federal funds (DOE or LIHEAP) to purchase and/or lease a vehicle with a
purchase price of $5,000 or more, the agency shall provide a list of vehicles purchased and/or
leased and shall include the vehicle year and model, purchase price, funding source(s), and, if
applicable, the percent of funding split if purchased with more than one funding source. Include
a total dollar amount for all vehicle purchase(s)/lease(s) listed.

5.4.3.6 Interest Income Earned from Advances

An agency shall identify, by funding source, per contract year, the amount of interest earned
from each funding source and the amount of DOE interest returned to the Division. Close-Out
Reports will not be finalized until any interest owed to DOE has been returned and the Close-
Out invoice reflects the amount returned. See 5.4.3 Final Program Review.

5.4.3.7 Weatherization Interest Income Allocation Report

The Interest Income Allocation Report is available on HE+ System/WisWAP b Fiscal to assist
Agencies with properly reporting all interest income earned on advance funds to the proper fund
source (EAP, PB, and DOE). Advances are made from one or more contract funds at the
beginning of the contract year and Agencies are required to maintain advance amounts
received in an interest-bearing bank account. As individual contract funds are expended through
the course of the contract period, it is necessary for advance amounts to be reallocated to
contract funds with sufficient available balances. The Interest Income Allocation report provides
Agencies with the correct percent allocation breakdown by fund for the month they are reporting
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expenses. Agencies are required to use this report when reporting interest income amounts
earned on the monthly invoice. The invoice will have the total amount of interest reported by
date, broken out by funding source.

The Interest Income Allocation report is found in HE+ System/WisWAP under Reports b
WIisWAP b Fiscal b Interest Income Allocation. The report parameters will default to the current
contract year and your agency ID/Name (based on user login credentials). Select the contract
month for which expenses are being reported and click Create Report. The report results will
display the percentage by fund to which an agency shall allocate and report any interest income
earned on that monthdéds invoice.

5.4.3.8 Admin Expended

An agency shall calculate the amount of allowable admin that can be reimbursed based on the
total funds expended through close-out, including Job Cost Reduction, multiplied by the final
approved Weatherization Monthly Contract Plan Administration Rate.

5.4.3.9 Special Reports

Special reports may be requested from the agency by the Division regarding program
operations, customer services and energy savings, or other as defined by the Division. Special
reports shall be submitted as indicated on the request.
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Chapter 6.0 | Procurement
6.1 Procurement Requirements

Agencies shall comply with all procurement requirements of the Weatherization Program. Such
requirements include a combination of State of Wisconsin and federal requirements (Code of
Federal Regulations in 2 CFR 200; Weatherization Program Notices; and all other applicable
federal requirements). Requirements apply, regardless of their inclusion in this Manual.

An agency is subject to the following general requirements:

1. Maintain records sufficient to detail the history of a procurement and retain
documentation to demonstrate compliance with requirements. These records shall
include the following: a rationale for the method of procurement, selection of contract
type, contractor selection or rejections, and the basis for the contract price. Optional
Procurement Records Checklists are available on the Home Energy Plus Training &
Technical Assistance (HE+ TTA) website under Technical Assistance b Wx
Procurement b Pre-Award Resources.

2. Demonstrate effort to utilize small businesses, minority-owned businesses, women-
owned businesses, and disabled veteran-owned businesses (see 6.13 Affirmative
Action/Contract Compliance).

3. Follow open records requirements after a bid process is complete and contracts are
executed with selected vendors. All open records requests are determined on a case-by-
case basis (see Wis. Stats. Chapter 19, subchapter II, sections 19.21 through 19.39 and
PRO-D-23).

4. Be responsive to inquiries or requests for information from bidders following a
commodities contract award.

5. Award contracts to the lowest responsive and responsible bidder(s), in accordance with
the best interests of the agency.

6. Award contracts only to responsible contractors who possess the ability to perform
successfully under the terms and conditions of a procurement.

6.2 Code of Conduct

An agency shall maintain a code, or standard, of conduct that will govern the performance of its
officers, employees, and agents engaged in the awarding and operation of contracts.

No employee, officer, or agent of the agency shall participate in the selection, award, or
administration of a contract supported by federal or state funds if a real or apparent conflict of
interest exists. Accepting gratuities, favors, anything of monetary value from contractors, or
having a financial interest in a firm selected for award, would cause a real or apparent conflict of
interest to exist.

6.3 Annual Procurement Planning

Annual planning to determine anagencyd6 s pr ocur ement needs is strongl
Division. An annual procurement planning template is available on the HE+ TTA website under
Weatherization b Procurement. This template can assist an agency with annual procurement
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planning including identifying commodities and services to be acquired and the timing and
method of procurement based on potential contract cost. Use of this template is optional.

6.4 Competition

All procurements shall be conducted in a manner to provide open and free competition.
Agencies should be alert to organizational conflicts of interest and non-competitive practices
among contractors that may restrict or eliminate competition or otherwise restrain trade.

To ensure objective contractor performance, and eliminate unfair competitive advantage, any
contractors that develop or draft specifications, requirements, statements of work, invitations for
bids, or requests for proposals shall be excluded from competing for such procurements.

6.5 Cost Analysis

If an agency is considering a change from using primarily agency staff to subcontracting for a
service (or the reverse), the agency shall perform a cost analysis prior to implementing the
change. Agencies shall document the results in the procurement file.

agency procedures shall require a review of proposed procurements to avoid purchase of
unnecessary or duplicative items. Consideration shall be given to consolidating or separating
procurements to obtain a more economical purchase. Where appropriate, an analysis of lease
versus purchase alternatives shall be performed to determine the most economical approach.

6.6 Procurement Method and Contract Cost

Applicable requirements shall be followed based on the estimated contract cost, including:

1. Estimated contract cost shall be based on a determination of whether commodities or
services could reasonably be acquired from a single procurement. When an agency
chooses to purchase like items in separate purchases, the rationale for this decision
shall be documented as part of the cost analysis (e.g., HE+ Emergency Furnace and
Weatherization HVAC services were purchased separately due to the unigue
requirements for Emergency Furnace service).

2. Serial contracting is the practice of issuing a series of smaller purchase orders to one or
more vendors for the same commodity or service in order to avoid the sealed bid
process. Serial contracting is prohibited.

3. RFBs and RFPs shall require that agency procurement decisions are final and not
subject to appeal to the Division or the Department of Administration.

4. Agencies shall plan procurements to ensure that serial purchasing does not occur.
Commodities or services that can logically be grouped together (refrigerators and
freezers; bath fans and range hoods; miscellaneous weatherization materials such as
lumber, hardware and adhesives, etc.) shall be procured using a method based on the
anticipated aggregate dollar threshold. This aggregate total is for the term of the fiscal
year beginning July 1. See Table 6.1 below.

5. Potential contract extensions shall be taken into account when calculating the aggregate
total for all procurement types.

6. When a building requires specialized equipment or services, including specialized
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expertise that is not covered under a prior procurement, a separate procurement is
required. Provide bidders with the opportunity to acquire detailed information that allows
accurate pricing for the complete scope of work.

7. When necessary, equipment or services are covered under a prior procurement
Agencies have the option to perform a separate procurement for specialized or unique
situations and are encouraged to do so if this option will likely result in lower overall
costs.

Table 6.1: Procurement Methods and Requirements for Non-Vehicle Purchases

Best Judgment |Simplified Bid Sealed Bid (RFB)
$5,000 or less $5,001 i $50,000 |Over $50,000

Requirements

File Records demonstrating need and Required Required Required
detailing history of the procurement q q q
Ident_lf_y aI_I applicable standards and Required Required Required
specifications
Solicitation List Optional strongly Required
P Recommended q
Minimum number of bid prices required | n/a 3 3 (when available)
Cost Sheets Optional Required Required
Term of Contract Purchase Order Up to 3 years Up to 3 years
(with renewals) (with renewals)
Terms and Conditions Purchase Order Required Required
HE+ Bid Template n/a Optional Required
Public Notice of Intent n/a n/a Required
Bid Meeting n/a Optional Required as
necessary
Public Bid Opening n/a n/a Required
. . . Strongly
Awards to Multiple Bidders n/a Optional
Recommended
AA/CC Optional Optional Required for services
contracts only
MBE Search Optional Optional Required
Required for services
Payment Bonds Optional Optional contracts only (see
Section 6.15)
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Requirements

Best Judgment
$5,000 or less

Simplified Bid
$5,001 i $50,000

Sealed Bid (RFB)
Over $50,000

Retention Agreement

n/a

Required if a 1-year
contract is signed
and agency will
reimburse contractor

Required if agency
will reimburse
contractor T&TA

expenses
T&TA expenses P

Vendor judged best
able to supply
goods or services

Lowest Responsible
Bidder

Lowest Responsible

Method of Award Bidder

Optional for one-year periods (maximum 2);
notice must be given in original bid
specifications

Contract Renewal n/a

Applicable requirements from 2 CER 200 shall be followed, including:

1. The fAcost plus a percentage of
of contracting shall not be used.

costo and the

2. Agencies shall not use time and material type contracts, unless prior written approval
has been obtained from the Division, and only:
a. After a determination that no other contract is suitable (the determination shall
document why it is not possible to estimate the extent of work, the duration of
work, or the anticipated costs), and

b. If the contract includes a ceiling price that the contractor would exceed at their
own risk.

More specific guidance on conducting various procurement methods is available on the HE+
TTA website under Weatherization b Procurement. Agencies should contact the HE+ Help Desk
if an exception is identified or if further guidance is required.

6.7 Purchases up to $50,000

The requirement to identify the applicable Wisconsin Weatherization Field Guide and
Weatherization Program Manual standards and specifications applies to both forms of
procurements up to $50,000 (See 6.12 Specifications).

6.7.1 Best Judgment Purchases $5,000 or Less

When the estimated cost of a transaction is $5,000 or less, an agency shall select the vendor
judged best able to supply the goods or services. Consider the following when selecting a
vendor:

1. Location of delivery point
2. Quality of goods/services to be supplied

3. Price

4. Conformity with specifications and standards
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5. Purpose for which the goods/services are required
6. Date of delivery
7. Capacity to supply the goods/services in a timely manner

6.7.2 Simplified Bid Purchases $5,001 to $50,000

When the estimated cost of a transaction, or multiple like transactions, is between $5,001 and
$50,000, an agency shall demonstrate a good faith effort to obtain bid prices from three or more
qualified bidders and make a selection based on lowest price. These bid prices may be:

1. Written price quotes,

2. Quotes on file (e.g., catalogs, online printouts, etc.),
3. Telephone or other oral quotes,
4

Oral quotes shall include the name of the firm and individual, date, price quote, delivery
information, and other pertinent information.

a. When an oral quote is accepted, the bidder must confirm the bid in writing.
5. Written bids.

To increase the likelihood of a pool of qualified bidders, developing a solicitation list is strongly
recommended (retain this documentation as part of the procurement record).

When procuring services with a simplified bid, bidders shall be provided with a written document
that includes method of award, cost sheet, specifications, and applicable terms and conditions.
The agency shall use the modified version of the terms and conditions for Simplified Bidding,
available on the HE+ TTA website under Weatherization b Procurement and select the terms
and conditions applicable to the procurement action.

Document all received bids on a written bid summary form. The form may be any format
designed by the agency; however, it shall contain information showing the basis for the
selection (e.g., low cost, delivery terms, etc.). An exception to this requirement applies to vehicle
purchases in the range of $5,001 to $50,000 (see 6.10.1 Modified Simplified Bid for Vehicle
Lease or Purchase $5,001 to $50,000).

The contract renewal terms identified in Section 6.8.3 (below) may also be incorporated into a
simplified bid process, using the same conditions.

6.8 Sealed Bid Purchases over $50,000

The Sealed Bid process is used for soliciting bids from at least three bidders (when available)
when the procurement is expected to cost over $50,000. This process is also referred to as
Request for Bid (RFB). There are different requirements for procurement of vehicles over
$50,000 (see 6.10.2 Sealed Bid Vehicle Lease or Purchase from Sources Other than agency). A
Request for Proposal (RFP) process is required for financial audit services regardless of cost
(see 6.11 Financial Audit Request for Proposal).

For the procurement of services and commodities, except for a financial audit, the agency shall
use the required templates and attachments available on the HE+ TTA website under
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Weatherization b Procurement. Agencies shall modify RFB templates only as directed by notes
within the documents and by direction provided by the Division. Cost sheet and specification
attachments may be edited by the agency as needed.

6.8.1 Bid Procedures

The following requirements apply to Sealed Bid procurements:
1. Documentation of compliance with requirements shall be retained.

2. Use of a solicitation list to announce the procurement (including potential
vendors/contractors). The agency shall ensure that lists of persons, firms, or products
which are used in acquiring goods and services are current and include enough qualified
sources to ensure open and free competition.

3. Publishing a public Notice of Intent to request bids in a local/regional newspaper that
reaches potential vendors for the service territory. Trade, civic, or social publications
may provide additional means of attracting small, veteran-owned, minority, or
handicapped business bidders.

4. See VendorNet PRO-C-5, X. Public opening and reading of bids.

5. Faxed or emailed bids are not allowed. An agency may propose a system for accepting
email bids, but written Division approval is required prior to implementation.

6. Agencies may award contracts to multiple bidders to ensure adequate capacity for timely
completion of contracts. Bid awards to multiple contractors are strongly recommended
and shall be clearly stated in the Method of Award. See the HE+ TTA website under
Weatherization b Procurement for Method of Award examples.

7. Follow the Minor Omissions Policy for Weatherization agency Procurements available on
the HE+ TTA website under Weatherization b Procurement. No change is allowed that
would impair the interests of the agency or would be inequitable to other bidders, and in
no event shall a bidder be allowed to change the unit price, volume, or quantity provided
in its original bid. For more information see PRO-C-5, VII.

8. If less than three bids are received the agency shall ensure procurement file
documentation demonstrates due diligence in conducting a competitive procurement
process and that the bid price accepted is reasonable (2 CFR 200.320(f)). Follow the
guidance below from PRO-C-15, VIl to ensure documentation demonstrates:

a. The probability of receiving more than one bid existed at the time of solicitation,

b. The receipt of less than three responses was not due to restrictive specifications
or conditions,

c. The bid price received is fair, and,
d. A second solicitation will probably not elicit further bids.

6.8.2 Cost Sheet Requirements

If the Cost Sheet for an RFB or Simplified Bid is created and distributed as an editable digital
(e.g., MS Excel) file, the Division recommends creating and distributing a matching non-editable
(e.g., Adobe .pdf format) file. In the RFB, Cost Sheet and all communications, specify that in the
event of any discrepancy, the non-editable version of the Cost Sheet will be considered.
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When a procurement includes a labor rate (time) or material mark-up percentage, these costs
shall be incorporated into the calculation of Grand Total Cost, as identified in the example cost

sheet below.

To the maximum extent possible, the agency shall define the items to be procured as fixed price
items, including time (e.g., installation of measures). There may be exceptions in which the
Grand Total Cost requirement does not apply; contact the HE+ Help Desk for guidance.

The following cost sheet is provided as an example to clarify this requirement:

MeaSl_Jres - Cost of _ Estima_ted Unit Cost Total Item
Materials & Installation Quantity Cost
Measure a 12 $1,056 $12,672
Measure b 80 $2,030 $162,400
Measure c 44 $456 $20,064
Category 1 Total $195,136
Measure x 10 $55 $550
Measure y 17 $343 $5,831
Measure z 11 $17 $187
Category 2 Total $6,568
Additional labor hours 1000 $40 $40,000
Value Bi_dder
provided %
Misc. materials mark-up $1000 15% $150
GRAND TOTAL $241,854

6.8.3 Contract Renewal

A contract resulting from an HE+ Weatherization or Furnace Program RFB, or simplified bid
process, may be renewed for two (2) additional one (1) year periods, for a total of three (3)
years, if:

1. Notice was given in the original bid specifications, and
2. Agreement is by mutual consent.

This time period is at the discretion of the agency and may be modified by the agency to provide
either no renewals, or a one-year renewal only.
6.9 Price Increases

Price increases to a contract, including contract renewals, are limited to fully documented cost
increases to the contractor which are demonstrated to be industry wide as verified by official
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announcement on the manufacturerods | etterhead. Pr i
by the agency 30 days before application, in writing and documented in the original procurement

file. This applies to contracts resulting from both simplified and sealed bid procurements. Does

not apply to labor.

An allowable price increase applies only to materials costs, not to unit installation costs (labor).

6.10 Vehicle Lease or Purchase

Vehicle lease or purchase shall be based on a demonstrated agency need.

Only PB funds, funds resulting from an approved disposition, or an approved disposition applied
as a trade-in, may be used to purchase vehicles. PB, DOE, or LIHEAP funds may be used to
lease vehicles.

Agencies shall request Division approval for vehicle purchases with a total purchase price over
$5,000 per unit (see 7.1 Property). A disposition request and a request for purchase may be
submitted to the Division at the same time. An optional disposal/approval template is available
on the HE+ TTA website under Weatherization b Procurement.

Agencies shall use the total purchase price to determine a procurement method, and whether
permission to purchase is required. If trading in vehicles, the trade-in value shall not be
deducted when determining the total purchase price and procurement method.

When the estimated lease or purchase cost of a vehicle is $5,000 or less, an agency shall select
the vendor judged best able to supply the required vehicle. Agencies shall use a modified
simplified bid process for lease or purchase of vehicles totaling $5,001 to $50,000. Agencies
shall use a sealed bid process for lease or purchase of vehicles totaling more than $50,000.

See Table 6.2 below.

If leasing vehicles, Agencies shall use the total vehicle purchase price as the basis for the lease
contract amount.

If exercising an option to buy a vehicle at end of lease term, Agencies are allowed the option of

reviewing recent local/regional auction sales and NADA Blue Book values of comparable

vehicles as sufficient justification to buy a vehicle out of lease at a competitive price. This option

is based on program efficiencies realized due to the vehicle already being in service, and

knowl edge of vehicl eds oper atAgemcgs shall aintaiafulht enance |
documentation of comparable vehicle pricing reviews.
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Table 6.2: Vehicle Procurement Method

Procurement Method (based on total cost)

Allowable Funds $5,000 or less $5,001 i $50,000 Over $50,000

PB 1 Division-
Purchase | approved trade-in or | gest Judgment | Modified Simplified Bid |  Sealed Bid
disposal (see 6.7.1) (see 6.10.1) (see 6.10.2)
Lease | PB DOE LIHEAP

6.10.1 Modified Simplified Bid for Vehicle Lease or Purchase $5,001 to $50,000

The Division will allow lease or purchase of new or used vehicles through a modified simplified
bid process. Prior to beginning procurement, the agency shall ensure equal comparison
between vehicles and provide vendors with specifications that are specific enough to meet the
agency needs, yet also encourage competition.

Do not include specification features that may preclude the ability of a vendor to bid (must have
a fiHemi 6 engine, specific color, etc.). rnghis proc:
used vehicles. See 6.10.2 for additional requirements on vehicle purchases.

The following requirements apply to lease or purchase of new or used vehicles through a

modified simplified bid:
1. All vehicles shall be purchased only with PB funds, funds resulting from an approved

disposition, or an approved disposition applied as trade-in.

PB, DOE, or LIHEAP funds may be used to lease vehicles.

A minimum of 3 bids shall be obtained from qualified vendors.

Notice shall be provided to an appropriate list of potential bidders.

Specific information shall be provided to all bidders (e.g., location of delivery point,

dealer to pay for delivery, specifications and standards, date of delivery, and quality).

6. Consider quality of vehicle to be supplied, price of vehicle including delivery, conformity
with specifications, purpose for which the vehicle is required, and date of delivery.

7. The Sealed Bid process is required when a total of more than $50,000 of vehicles will be
purchased, regardless of the number of vendors or vehicle types.

a s~ WD

6.10.2 Sealed Bid Vehicle Lease or Purchase from Sources Other than agency

Agencies shall use a sealed bid process for lease or purchase of vehicles totaling more than
$50,000. See general procurement guidelines (Section 6.8) for purchases in excess of $50,000
and obtain a minimum of three (3) bids. See the HE+ TTA website under Weatherization b
Procurement for a Vehicle RFB template.

The agency shall have possession of the purchased vehicles and the title during the term of the
contract when the purchase was made.

The following requirements apply to Vehicle lease agreements and purchases:
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1. Vehicle Specifications:

a. Age of vehicle (if used)
Mileage (if used)
Vehicle type
Body style
Size (*2ton, 1 ton, etc.)
Engine size
Accessories/options

Se ~o oo0g

i. Early lease termination clause
j. Lease/purchase contract conditions

2. Obtain a minimum of three sealed bids from different sources for lease of similar types of
vehicles for the same time period.

3. Leases with maintenance clauses may not be compared to those without them.

6.10.3 Vehicle Lease from agency
The agency may lease vehicles it owns to its weatherization operation. The Division allows cost
allocations to the extent that the costs are reasonable according to:

1. Costs of comparable vehicles, if any,

2. Market conditions in the area, and

3. Type, life expectancy, condition, and value of the leased vehicle.

If the agency leases a vehicle to the Weatherization Program, charges to the Program may not
exceed the actual costs to the agency. agency costs may include purchase price, interest, lease
administration charges, maintenance, etc.

If the vehicle was purchased with Weatherization Program (state or federal) funds, the agency
may not charge lease costs of the vehicle to the Weatherization Program. It may be used by the
Weatherization Program but not paid for a second time with Weatherization Program (state or
federal) funds.

If the vehicle was not purchased with Weatherization Program funds, the agency may charge
lease costs of the vehicle to the Weatherization Program.
To document the rationale for leased vehicles, keep the following information on file and
available for review:

1. Vehicle Specifications:

a. Age of venhicle (if used)

Description of wvehicused)ds gener al condi

b. Mileage (if used)
c. Vehicle type
d. Body style
e. Size (Y% ton, 1 ton, etc.)
f. Engine size
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g. Accessories/options
h. Description of vehicusee)dbs general condition
i. Early lease termination clause
j. Lease/purchase contract conditions
2. Competitive bids from other sources for lease of similar types of vehicles for the same
time period.

3. An explanation of how the lease amount was computed, the methodology used, and the
amount of lease termination costs.

4. Justification, including detail of total lease costs compared to purchase costs.
5. Leases with maintenance clauses may not be compared to those without them.

6.11 Financial Audit Request for Proposal

For the procurement of financial audit services, a Request for Proposal (RFP) shall be utilized
and the following requirements apply:

1. Requests for Proposals (RFP) shall be publicized, or an optional audit firm solicitation list
is available from the Division to meet the publicizing requirement. This list includes
financial audit firms who have experience auditing Wisconsin Weatherization Programs.
Contact the HE+ Help Desk to request the solicitation list. Any response to publicized
requests for proposals shall be honored to the maximum extent practical,

2. Proposals shall be solicited from an adequate number of qualified Financial Audit firms
and Invitation to Propose letters shall be sent out one month prior to RFP release date,

3. RFP should contain language identifying the type of audit experience required,

4. There shall be a method for conducting technical evaluations of the proposals received
and for selecting the awardee, and

5. All evaluation factors and their relative importance shall be identified in the Request for
Proposals.

6. Awards will be made to the responsible firm whose proposal is most advantageous to
the program, with price and other factors considered.

7. Also see Vendornet PRO-C-12 for further guidance on RFP procedures and
requirements.

6.12 Specifications

An agency shall define and provide the specifications for goods or services to be acquired for
each simplified and sealed bid procurement. To meet this requirement, an agency shall identify
the applicable Wisconsin Weatherization Field Guide requirements and Weatherization Manual
standards and policies and follow the Wisconsin Weatherization Materials and Specifications in
Appendix C. The specifications and procurement templates are available in editable formats on
the HE+ TTA website under Weatherization b Procurement.

Installation of materials shall follow required health and safety protocols and shall be of
professional quality in order to ensure the effectiveness of the measure. The agency shall
require materials and installation standards meet the standards set forth in the Weatherization
Manual, annual contract requirements, or 10 CFR Part 440, Appendix A, whichever is more
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restrictive. Agencies shall ensure that bidders have access to these standards by providing the
standards as part of the si mpl i fodugtsdandoserviceserayyf ed bi d
exceed standards.

Agencies shall comply with the following requirements for specifications:

1. Specifications presented to potential bidders shall define the product or end result of the
contract, and the time in which contract performance is to be completed.

2. Develop specifications to preclude restrictive provisions and encourage bidder

competition.

3. Develop specifications to permit the lowest responsible bid to be the principal basis of
award.

4. Use performance criteria that will not restrict competition or limit the number of sources
bidding.

5. Use generic specifications with no trade or brand names.

6. The procurement specifications shall not exceed materials and installation standards
and service requirements, as stated in the Wisconsin Weatherization Program Manual
and Field Guide, without prior written approval from the Division.

7. Properly identify scope of work (items to be included in the bid) and material/equipment
specifications to achieve equitable cost comparison and expected building outcomes.
When the complexity of the project requires design, include the design parameters.

6.13 Affirmative Action/Contract Compliance

Affirmative Action/Contract Compliance (AA/CC) requirements identified in $.16.765, Wis.
Stats., and Department of Administration, Administrative Code, Chapter 50, apply to agency
procurements as follows:

1. When a purchase for services for which the agency is under contract with the Division to
provide are subcontracted and the resulting contract is estimated to be over $50,000, the
agency shall ensure that AA/CC requirements are met as described in this section. Such
services include auditing, inspection, and installation of materials and commodities.
Financial audit services are not subject to AA/CC requirements (see Section 5.3.6
Financial Audit).

2. Procurement of commodities (e.g., materials, equipment, or major mechanicals) for
installation by agency staff is not subject to the AA/CC requirement.

3. Procurement of refrigerators/freezers, including installation/removal by the vendor, is a
commodity and is not subject to the AA/CC requirement.

4. AA/CC provisions shall be included as part of Sealed RFB and RFP procurements.
AA/CC does not apply as a result of cumulative expenditures awarded through separate
contracts.

5. Contractors with fewer than 50 employees are exempt from having an AA Plan, but must
submit an exemption request to the agency.

6. The agency shall review and approve AA plans. Plans or exemption requests shall be
processed within fifteen (15) working days of receipt.

7. Once a plan is approved, the agency shall provide the contractor with the required notice
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(Compliance Law Poster) that sets forth the provisions of the State of Wisconsin
nondiscrimination clause.

8. The AA/CC requirements do notapplytoa ¢ ont r a c-tieosulicentractarsythese
requirements only transfer down one tier from the agency).

Procurement file documentation shall include, at a minimum:
1. Approved Affirmative Action Plan or Exemption Request for each services contractor.
2. Information related to approval or denial of plan or exemption request.
3. Other items as directed by the Division.

6.13.1 Affirmative Steps

In outreach and design of the bid package, an agency shall follow the Affirmative Steps

requirements identified in 2 CFR 200.321t o ensur e that small and minor.i
business enterprises, and disabled veteran-owned business enterprises have the opportunity to
participate in the bid. These steps shall include:

1. Il ncluding qualified smal/l and minority firms,
veteran-owned business enterprises on solicitation lists whenever they are potential
resources.

2. Dividing total requirements and establishing delivery schedules, when economically
feasible, into smaller tasks or quantities to permit maximum participation by small and
minority firms, w 0 me nafddsdisdblacsvetaram-ovenedebnsiness pr i s e s
enterprises.

3. Using the services and assistance of the Small Business Administration and the Minority
Business Development agency of the U.S. Department of Commerce.

4. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps
listed above.

Affirmative Steps Definitions:

1. ASmal | businesso means a business which has ha
sales in the most recent calendar or fiscal year (Wis. Stats. s. 16.75(4) (c)).

2. AiWomends business enterprised (WBE) means a bu
owned, controlled, and actively managed by a woman or women (Wis. Adm. Code
Admin83.12(53)).

3. AMinority business enterpriseo (MBE is a busi
Administration under Wis. Stats. s. 16.287. A Mi nor it yd means any of t|
American, Hispanic American, American Indian, Eskimo, Aleut, native Hawaiian,

American Asian-Indian, and an American of Asian-Pacific origin (Wis. Adm. Code Admin
84.02(29)).
4 A Di sabl e downékBRuvesriamess Enterpriseo (DVB) is a buc

Department of Administration as at least 51% owned, controlled, and actively managed
by disabled veteran group members.
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6.13.2 Documentation of Affirmative Steps

Documentation shall show that the agency followed the Affirmative Steps for each Sealed RFB.
At a minimum, such documentation shall include a copy of the solicitation list developed for
each procurement and a printout of the search results for certified MBE, WBE, and DVB
businesses from the DOA Wisconsin Supplier Diversity Program, Business Search. The search
shall be based on O6products/servicesbd and

count vy’

6.13.3 Supplier Diversity Preference
1. Qualified bids from certified MBE or DVB may be provided up to a five percent (5%) bid
preference, in accordance with Wis. Stats. s. 16.75(3m).

2. To apply this requirement, take the lowest bid and add 5%; if a certified MBE or DVB bid
price is within that amount, the MBE/DVB is awarded the bid.

3. For example, a low bid = $1,000; $1,000 x 1.05 = $1,050. If the MBE/DVB firm submits a
bid of $1,050 or less, they are awarded the bid.

4. For more guidance see PRO-D-1 and the DOA Supplier Diversity Program.

6.14 Ineligible Vendor Listings

Prior to entering a contract with a winning bidder, the agency shall verify the contractor is not
listed on the following:

1. Wisconsin Office of Contract Compliance Vendor Directory lists vendors that remain
ineligible based on their failure to satisfy s.16.765, Wis. Stats. This list only applies to
services contracts over $50,000 (see also Section 6.13 above).

2. Certification for Collection of Sales and Use Tax Vendor Directory lists vendors
determined to be ineligible by the Wisconsin Department of Revenue for non-compliance
with tax law listed in 5.77.66, Wis. Stats.

3. Office of Federal Contract Compliance Programs Debarred Companies

Instructions for conducting the ineligible vendor verifications are available in the HE+ TTA
website under Weatherization b Procurement See also Appendix A: Wisconsin WAP Terms and
Conditions, Section 14.0 Applicable Law and Compliance.

6.15 Bonding

A payment bond is required for every Weatherization and HE+ Furnace Program services
contract exceeding $149,999 annually and where wholesaler or subcontractor partnerships are
utilized to deliver services (2 CFR 200.325; PRO-C-19). Each payment bond shall apply to a
single contract. The Division may grant a waiver to the payment bond requirement if a potential
bidder provides proof of a contractor bond for construction work performed in the state of
Wisconsin. The agency shall submit a waiver request to the HE+ Help Desk, including proof of
bonding documentation.

Agencies, at their discretion, may require payment bonds for Weatherization and HE+ Furnace
Program services contracts up to $149,999. Program funds may be used to reimburse a
contractor for payment bond premium costs as described below. If the agency chooses not to
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require a bond for contracts up to $149,999, the agency shall complete weatherization contract
Attachment | prior to entering into an agreement with the contractor.

The bonding or insurance company issuing the payment bond shall be authorized to do
business in Wisconsin (PRO-C-19). Agencies shall verify company status using the National
Association of Insurance Commissioners SearchortheU. S. Depart ment of the Tr
Listing of Certified Companies. For additional guidance see the Insurance Company Search and
National Association of Surety Bond Producers (NASBP) documents on the HE+ TTA website
under Weatherization b Procurement. A copy of the current payment bond shall be kept in the
procurement file. Payment bond premium costs may be reimbursed and invoiced to Program
Support or Operations. If an agency chooses to invoice the premium cost to Program Support,
the use of EAP or DOE funds is not allowed for weatherization invoicing. Agencies will, at their
discretion, determine how to reimburse the premium cost. The invoicing method must be
determined prior to publishing the bid package and the RFB template shall be updated
accordingly. The use of bid or performance bonds is not allowed. An exception to this
requirement may be provided if an agency submits written justification and receives written
Division approval prior to finalizing the contract agreement.

6.16 Warranty Requirements

An agency shall warranty workmanship, materials, and products on all work for at least one
year, in addition to the manuifems Thig one-yedrsvarratyandar d |
shall commence on the date of the final inspection.

Subcontracted work procured through a bid process requires a one-year warranty which
commences on the date of satisfactory completion of the work. This warranty period is separate
from the one-year warranty required of Agencies.

To avoid excess costs associated with replacing failed light bulbs, light bulbs that fail within the
warranty period shall be exchanged in a cost-effective manner, such as customers taking failed
bulbs into the agency office for exchange.

6.17 Vendor and Contractor Payments

Agencies shall make timely payments to vendors and contractors as follows:

1. There shall be work orders/purchase orders authorizing work to proceed. Variances from
the original cost sheet shall be documented.

2. The agency shall normally pay properly submitted vendor invoices within thirty (30) days
of receipt, provided goods and/or services have been delivered, installed (if required),
and accepted as specified. Variances from the original work order/purchase order shall
be documented.

3. A good faith dispute, or an improper invoice, creates an exception to prompt payment
only when the vendor is notified in writing of the reason for the dispute or improper
invoice.

a. After a dispute is settled, or improper invoice is resolved, the agency shall have
30 days to pay the invoice.
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6.18 Contract Management

A system for contract management and administration shall be maintained to ensure contractor
conformance with the terms, conditions, and specifications of the contract, and to ensure
adequate and timely follow up of all services and purchases. Agencies shall evaluate contractor
performance and document, as appropriate, whether contractors have met the terms,
conditions, and specifications of the contract.
1. Contractors/vendors shall be provided with the right to cure except if the
contractor/vendor breaches or defaults an obligation under their contract as follows:

a. Fails to perform any material obligation required under the contract such as:

i. Files a petition in bankruptcy, becomes insolvent, or otherwise takes action to
dissolve as a legal entity,

ii. Does not allow a final judgment to be satisfied, or a lien to be disputed, after
a legally imposed 30-day notice, or
iii. Makes an assignment for the benefit of creditors.
b. Fails to follow the sales and use tax certification requirements of Wis. Stats. s.
77.66,
c. Incurs a delinquent Wisconsin tax liability,
Fails to submit a nondiscrimination or affirmative action plan as required,

Fails to follow the nondiscrimination or affirmative action requirements of Wis.
Stats. s. 111 Subchapterll ( Wi s cons i néyanerfFlawv)y Empl o

f. Becomes a federally debarred contractor,
g. Is excluded from federal procurement and non-procurement contracts,

h. Fails to maintain and keep in force all required insurance, bonds, permits, and
licenses as provided in the contract,

i. Failstomai ntain the confidentiality of the Sta
Confidential Information, proprietary, or containing Personally Identifiable
Information, or

j- Contractor performance threatens the health or safety of a State or agency
employee,oranagencyd0 s cust omer .

2. An agency shall document their contractor performance management process as part of
the requirement for a documented Quality Control System (see 2.1.6 Quality Control
System).

3. If an agency intends to terminate a contract due to performance issues, the agency shall
notify the HE+ Help Desk within 30 days after the decision to terminate. The natification
shall include the date the contract was or is proposed to be terminated and a brief
description of the reason for termination.

6.19 Property Improvements through Contractors

An agency contracting under the Weatherization Program for any improvement of a property, in
which the address for the improvement is identified to the contractor, shall inform the contractor
of the following:

1. The only recourse for payment is the weatherization agency. By agreeing to perform
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weatherization work, the contractor agrees to the following terms and agrees to pass
along the following requirements to their suppliers and any subcontractors:

a. The contractor agrees they will not, under any circumstances, seek payment
from the owner or occupant of the premises improved.

b. The contractor shall not file, suffer, or permit any lien or other encumbrance of
record as a claim against any site of a weatherization project in recognition that
the only recourse for payment is from the weatherization agency.

c. An optional form is available on the HE+ TTA website under Weatherization b
Procurement for informing subcontractors and material suppliers of the lien
waiver policies related to weatherization services.

d. Any lien notice action by a contractor, its subcontractors or material suppliers,
against a property owner may be considered non-performance by the terms and
conditions of their contract, and the contractor, subcontractors and suppliers may
be removed from the statewide weatherization agencybi dder 6s | i st f or
2-5 years.
2. By engaging in a contract with the weatherization agency, the contractor agrees that if

they do not pay for materials and labor completed through their weatherization contract,

the weatherization agency has the option to use payments owed to the contractor to pay

such subcontractors and suppliers.

6.20 Contract Sharing

Contract sharing is an allowable activity under the State of Wisconsin Procurement Manual
referrepl gggbaskiingo. WHAeatherzatipnlPrograim, dortract shaging
allows a weatherization agency to use an existing open contract established by another
weatherization agency. Contract sharing will not exist beyond the final contract date of the
originating weatherization agency contract.

Agencies may request approval to utilize a commodity and/or services contract competitively bid
by another agency. The requesting agency is the weatherization agency that seeks to share an
open contract that was competitively bid and awarded by another weatherization agency. The
originating agency is the weatherization agency that originally bid and awarded the open
contract subject to the request. An open contract is a continuing contract for a specific period of
time which is current (that is, operating within the designated contract period including renewal
options).

A weatherization agency may use a contract established by another weatherization agency if
the use of such contract is agreeable to both weatherization Agencies and the vendor. It is the
responsibility of the requesting agency to complete Procedures 1 through 3 below.

1. The requesting AGENCY shall in all cases first make awards from its own list of current
and responsive bidders prior to seeking the commodities/services of an originating
agencydbs vendor .

2. The requesting agency shall review the originating agencyd sontract and determine that
the following conditions are met:

a. The originating procurement must have been competitive (several bidders,
generic specifications, etc.).
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b. The contract must be an open contract and must be current. Current contracts
are contracts established with prices that have remained competitive since
award.

c. The commodities or services to be purchased shall be the same as those
providedin the original contract. The terms and conditions provided in the original
contract shall be accepted by the requesting agency.

d. The prices provided to the requesting agency shall be the same or better than
those provided in the original contract.

e. The requesting agency shall obtain written authorization from the originating
agency and vendor indicating each agrees with the proposed piggybacking and
that production capacity for the originating agency will not be diminished.

3. The requesting agency shall provide the following information to the Division for approval
via the HE+ Help Desk:

a. Completed Contract Sharing Request (available on the HE+ TTA website under
Weatherization b Procurement, including required attachments,

b. Written authorization from the originating agency, and
Written authorization from the vendor.

4. The Division will review the request to determine that all conditions above are met. If
approved, the Division will respond to the requesting agency with written authorization to
contract with the vendor.

6.21 Staff Sharing

Staff sharing is a cooperative agreement between two Agencies to share the services

performed by an agency employee. Only the actual costs directly related to the installation of
the weatherization measure are allowable and shall be used as a credit to reimburse the agency
for services provided.

If a staff sharing agreement is used in lieu of a simplified bid or RFB, prior to entering into a staff
sharing agreement the requesting agency shall submit a cost benefit analysis to the HE+ Help
Desk, including: the measure cost under the proposed staff sharing agreement, the cost of any
comparable bids or price estimates, and any additional information that influenced the staff
sharing decision.

Following approval from the Division, the Agencies shall sigh a written agreement describing the
services to be shared and responsibilities of each agency. The Division has provided an
optional MOU template on the HE+ TTA website.
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Chapter 7.0 | EQuipment and Materials Management
7.1 Property

Title to property is vested in the acquiring agency. The Division and federal granting agencies
hold a reversionary interest in property purchased with Weatherization Program funds.

Agencies shall maintain asset accounts for all consumable and non-consumable property.
Agencies shall have a system to control losses, damages, or theft of agency property.

Purchase or lease of property shall be based on demonstrated agency need. All equipment and
vehicles shall be purchased entirely with PB funds, funds resulting from an approved
disposition, or an approved disposition applied as a trade-in. Disposition of property shall be in
accordance with the rules of the funding source. The Division reserves the right to transfer
equipment from one agency to another if the equipment is found to be surplus.

7.2 Compensation for Use of Property
7.2.1 Compensation for Use of agency-owned Property

In accordance with 2 CFR 200, the Division will allow the expensing to the Weatherization
Program of agency-owned property (such as buildings, capital improvements, equipment, or
software) dedicated to implementation of the program if:

1 The expenses have been capitalized in accordance with GAAP;
1 Property was purchased with non-federal funds;

1 The cost of space used, the allocation of taxes, utilities, maintenance, security, and other
expenses, and the total costs are reasonable and do not exceed the cost of comparable
property or available alternatives; and

1 Total expenses for a given property do not exceed those resulting from an arms-length
purchase, or from a long-term lease through an arms-length contract, for comparable
property of similar size, age, condition, lease terms, etc.

Depreciate assets by establishing the period of useful service for each asset, taking into

consideration the type of construction, the nature of the equipment, and other factors influencing

the assetds useful i fe. (That is, thhgencyse Al |l owal
owned property to grants has been eliminated.)

Support charges for depreciation through adequate property records (including depreciation
records for each accounting period).

In addition to depreciation, the agency may calculate and charge actual maintenance costs,
taxes, insurance, and interest into property expenses.

7.2.2 Compensation for Rented Property

The Division will allow expensing to the Weatherization Program any rented or leased space,
property, or equipment that is necessary for program operations, provided that the costs are
reasonable, given:

1 Program requirements,
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9 Current market conditions,
9 Other alternatives available, and

1 Arms-length long-term lease rates for comparable property of similar size, building
condition, age, lease terms, etc.

7.2.3 Property and Facilities Management

Agencies shall assess reasonable program needs and adjust the inventory of excess or idle
facilities and idle capacity on a regular basis. Costs to rearrange or alter facilities in the ordinary
and normal course of business are allowable and are considered indirect/administrative costs.
Costs incurred for special rearrangements or alterations specifically to facilitate a change in
program requirements may be allowable as direct costs, provided that the Division issues prior
approval. Costs to rearrange or alter facilities solely to accommodate other agency programs or
needs are allowable only with prior approval from the Division. Increased property costs
incurred solely to accommodate other agency needs are allowable only with prior approval from
the Division.

7.3 Recordkeeping
7.3.1 Vehicles, Equipment, and Tools

The agency shall take a physical count of vehicles and non-consumable equipment and tools at
least annually. The count shall be reconciled to the written records and the agency shall
document shortages in writing at the time of reconciliation.

The Division requires the following records be kept for all vehicles, non-consumable equipment,
and tools being used by the Weatherization Program with a total purchase price of $5,000 or
more per unit:

1. Description including model, year, serial or vehicle identification number, etc.,
Date of purchase,

Total purchase price, including any trade-in applied,

Source of funds used for purchase,

Location, use, and condition of property,

Individual to whom property is assigned,

Records of maintenance completed, and

Disposition date, method, and amount received.

© N o gk wd

All equipment requiring calibration shall be maintained and calibrated according to

manufacturerodé6s recommendati ons.

7.3.2 Inventory Asset Accounts

The agency shall take a physical count of materials and supplies inventory each month. The
agency shall maintain asset accounts for all consumable materials. There shall be an accurate
costing system, and systems for storage, handling and protection against damages and theft.
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There shall be a monthly reconciliation of the physical inventory to the perpetual records and
inventory asset account. The Diwvi

shall rotate stock and use older materials first.

An agency shall maintain an inventory record. This record shall include:

1. Location of inventory (if multiple storage locations),
2. Quantity of materials received and disbursed,
3. Description of materials,
4. Unit prices of materials,
5. Job number,
6. Date of disbursement, return, and receipt,
7. Crew person signing materials in or out, and
8. Purchase Order number for all receipts.
7.4 Disposal

7.4.1 Vehicle Disposal

The chart below provides guidance for determining the method to use when disposing of
vehicles and non-consumable tools and equipment. Acceptable methods for determining current
fair market value include, but are not limited to, the following: using an existing agency
depreciation policy, blue book value or used retail value, or obtaining a dealer or vendor quote.

S i

on

ragency mmends

Vehicles with current fair market value of less than $5,000 may be disposed of using a system
ensuring free and open competition without prior notification to other Agencies. Proceeds shall
be used to purchase other weatherization materials or equipment, or as program income to

weatherize additional units (see Section 1.0 - Program Income).

Is vehicle current fair market value $5,000 or more per unit?

Yes

No

Were any federal funds (DOE,
EAP, other) used for the
original vehicle purchase?

Yes No

Contact the Help Desk

to request approval for
disposal

Dispose of vehicle using one of
following methods:

1. Trade-in for purchase of vehicle.

2. Transfer to another Agency for use in
the Weatherization Program.

3. Sale to general public.
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If federal funds were used for the initial vehicle purchase and the current fair market value is
$5,000 or more per vehicle, then the agency shall request permission from the Division to
dispose of the vehicle(s). Written disposal requests shall include the following:

1. Explanation of why the vehicle can no longer be used in the Weatherization Program,
2. Description of the vehicle including model, year, identification number, odometer
mileage, etc.,

Date of purchase,

Contract number when purchased,

Purchase value, including any trade-in applied,

Source of funds used for purchase (PB, DOE, LIHEAP, ARRA, or EXXON) and
percentages, if multiple funding sources were used,

Estimated current fair market value,

Condition of vehicle. If vehicle is in unsafe operating condition, or inoperable, supply an
estimate of repair costs required to return the vehicle to operating condition, and

S

© N

9. Copy of purchase approval letter, if applicable.

A Vehicle and Equipment Disposal template is available on the Home Energy Plus Training &
Technical Assistance (HE+ TTA) website under Weatherization b Procurement. Use of this
template is optional.

Proceeds from such disposals shall be handled based on the requirements of the funding
source. The Division will provide guidance regarding allowable use of the proceeds.

7.4.2 Equipment and Tools Disposal

For disposal of non-consumable tools and equipment with current fair market value of less than
$5,000 per unit, the agency shall notify other Agencies that the equipment is available for use in
the Weatherization Program. Acceptable methods for determining current fair market value
include, but are not limited to, using an existing agency depreciation policy, used retail value, or
obtaining a vendor quote.

If the equipment is defective, it does not need to be offered to other Agencies.

If another agency expresses interest, the equipment may be transferred to that agency for the
purpose of their use in the Weatherization Program. If no agency expresses an interest, then
the equipment may be disposed of using a system ensuring free and open competition.

Proceeds shall be used to purchase other weatherization materials or equipment.

The agency shall request permission from the Division to dispose of non-consumable tools and
equipment that were originally purchased with federal funds (DOE, LIHEAP) and have a current
fair market value of $5,000 or more. Written disposal requests shall include the following:

1. Explanation of why the equipment can no longer be used in the Weatherization Program,
2. Description of the equipment including model, year, serial or identification number, etc.,
3. Date of purchase,

4. Contract number when purchased,
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5. Purchase value,

6. Source of funds used for purchase (DOE, LIHEAP, EXXON, ARRA, or PB) and
percentages, if multiple funding sources were used,

7. Estimated current fair market value,

8. Condition and age of equipment. If equipment is defective, in unsafe operating condition,
or inoperable, supply an estimate of repair costs required to return the equipment to
operating condition, and

9. Copy of purchase approval letter, if applicable.

7.4.3 Inventory Disposal

The agency shall contact the original vendor to request return of the unusable materials. If the
items cannot be returned, the agency may dispose of the inventory. If the cumulative value of
the inventory to be disposed of in a program year exceeds 0.25 percent of the total program
year operations, health and safety, and baseload operations budget, the agency shall submit a
written request to the Division to dispose of inventory including:

1. Description of item(s) to be disposed, including:
a. unit price,
b. quantity of items,
c. original vendor, and,
d. funding source used to purchase items.

2. Disposal methods to be used (e.g., auction, public notice, or sealed bids). It is essential
that the method chosen allows for open and free competition and that the general public
has a chance to purchase the items.

3. Cost of selling the items, not to exceed 10 percent of the value of items being disposed.

4. Plans for the use of any funds recovered (e.g., to be returned to the funding source, to
be used to purchase other weatherization materials).

The agency shall notify all other Agencies that the inventory is available for use in the
Weatherization Program. If an agency expresses interest in the item(s), the inventory may be
transferred to that agency for use in the Weatherization Program.

If no agency expresses an interest, then the inventory may be disposed of using any system
ensuring free and open competition.

In the event of an agency downsizing, any charge to be made against the contract to cover
losses incurred in liquidating inventory shall be approved in writing by the Division.

7.5 Consumable Materials and Tools

Consumable materials and tools are those that are not inventoried individually, are difficult to
measure on a per-unit basis, and for which the typical minimum purchase quantity may be used
in more than one building. Examples of consumable materials meeting this description are nails
and fasteners, paint thinner, glazing push points, and other similar materials. Consumable tools
may include blades and driver bits.
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An agency may use a cost allocation system for consumable materials and shall develop a
consistent procedure to handle such consumable materials. When tools are assigned to a crew,
an agency does not need to inventory consumable tools that are usable for only one or two jobs.

7.6 Information Technology (IT) Hardware and Software

Agencies are responsible for all costs of hardware, software, and internet access required for
Weatherization Program delivery. Agencies shall procure all IT hardware, software, and
services in accordance with all applicable federal and state guidelines and laws and shall make
full specifications and disclosure of such products and services available to the Division upon
request.

Agencies shall track and maintain all IT hardware, software, and services that are purchased
with Wisconsin Home Energy Plus program funds. All data handling will be in compliance with
Section 2.3 Handling Sensitive Data.

Weatherization crews shall electronically document building test results and site conditions
using the Wisconsin Diagnostic Workbook, available on the HE+ TTA website.

This workbook was developed for the State of Wisconsin and shall not be shared outside of the
Weatherization Program and its specific contractors. The workbook shall not be modified except
as authorized by the State of Wisconsin or its contractors. Agencies shall maintain the workbook
with the most current updates.
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Chapter 8.0 | Energy Audits
8.1 Field Data Collection Form

The Division requires the use of the approved Energy Auditor Field Data Collection Form by

energy auditors to collect building-specific information necessary to determine the cost-effective

measures, needed repairs, and health and safety items to be installed in each weatherization
participantods home. The form is to bfemceeleed as an
downloaded from the Home Energy Plus Training & Technical Assistance (HE+ TTA) website

under Technical Assistance. The completed form shall be uploaded to the HE+

System/WisWAP in the building file.

8.2 Required Equipment

The Division requires that Agencies and/or their contractors use professional equipment as part
of their assessment of buildings. Direct access to computers is required to model jobs with
electronic energy audits and to document diagnostic field tests. The following lists of required
equipment represent the minimum required for equipment. Other equipment may be necessary
to deliver weatherization services effectively and efficiently.

8.2.1 Minimal Required Equipment for Personal Safety

1. Calibrated personal carbon monoxide (CO) detector capable of measuring CO levels in
ambient air, with an audible alarm with adjustable setpoints, a digital display of 1-999
ppm, and a resolution of 1 ppm. The ambient CO monitor is required for Energy
Auditors and final inspectors. Auditors and inspectors shall monitor the CO level of the
occupied spaces on each floor, including utility rooms. Field Technicians and
subcontractors conducting combustion safety testing must have access to a monitor.

2. PPE (personal protective equipment) for respiratory, vision, hearing, skin, feet and head
protection.

8.2.2 Minimal Required Equipment for Instrumented Air Leakage Measurements
1. Calibrated blower door, Minneapolis Model 3 or equivalent, capable of creating a
pressure differential between sections of a building and outdoors.

2. Calibrated digital gauge, DG-700, DG-1000 or equivalent, capable of measuring
pressure differentials and calculating air leakage in CFMso (cubic feet per minute at 50
pascals). Refer to ANSI/BPI-1200-S-2017 for additional equipment requirements.

3. Smoke generating testing equipment.

8.2.3 Minimal Required Heating System Analysis Equipment

1. Calibrated combustion analyzer capable of measuring O,, CO,, CO, SSE, stack
temperature, and net temperature rise. Must be equipped with an internal or external
nitric oxide (NOy) filter. Refer to ANSI/BPI-1200-S-2017 for additional equipment
requirements.

2. Smoke test kit capable of measuring relative soot level in flue gases.

3. Calibrated digital gauges capable of measuring draft in either Pa (pascals) or IWC
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6.

(inches of water column), gas pressure in IWC, and oil pump pressure in psi (pounds per
square inch).

Calibrated thermometers capable of measuring temperature of air in forced-air
distribution and measuring temperature of water in hydronic distribution.

Calibrated air handler flow meter, TEC TrueFlow or equivalent, capable of measuring air
flow in forced-air system.

Timing device capable of measuring seconds for clocking gas meters.

8.2.4 Minimal Required Combustion Safety Testing Equipment

1.

No gk w

Calibrated carbon monoxide or combustion analyzer capable of measuring CO fas
measuy eamd Aair freeo.

Calibrated combustible gas detector capable of identifying gas leaks, with adjustable tick
rate and alarm when exceeding 10% of LEL (lower explosive limit) and must be
classified as UL 913 Intrinsically Safe.

Gas leak detection fluid to confirm leaks identified with electronic detector.
Timing device capable of measuring minutes to check for appliance spillage.
Mirror or smoke to determine appliance spillage.

Borescope.

Ladders.

8.2.5 Minimal Computer Equipment and Software

1. PC, Laptop, or Tablet with Windows 7 or higher operating system

2. Excel 2010 or higher

3. Word 2010 or higher

4. Modern internet browser (Chrome, Internet Explorer 11 or higher, Firefox)

5. Email capability, Outlook or equivalent

6. Surface Pro X Business or equivalent (consumer version not allowed)

7. Operating System including Access, Excel, Word, Office 365

8. LTE compatible

9. Camera

10. Ability to use GIF, JPEG, JPG, and PDF files

11. Storage 512GB or larger

12. Memory 16GB or larger

13.Tabl et accessories, some of wleitecdncinmay be
1 Stylus pen
1 Keyboard
1 Case (no specific type required, agency discretion)
1 Docking station
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8.3 Required Building Assessment General

The Division requires that all agency and contracted auditors complete an assessment of all

buildings that may be weatherized through the program.

8.3.1 Required Diagnostic Testing (excludes Manufactured Home Measures List (MHML))
1. Overall building air leakage rate in CFMso (As-Is and Final tests). Contact the HE+ Help

Deskforgui dance i f wunabl el stoo bcloommpel re tdeo carn tfieAsst at a
concerns regarding damaged/deteriorated possible asbestos-containing material
(PACM).

2. ZPD (zone pressure diagnostics) for attached garages.

3. CAZ (combustion appliance zone) depressurization to determine greatest
depressurization achievable.

4. Pressure pan forced-air distribution leakage testing (mobile home).
5. Room by room pressurization testing (mobile home).

8.3.2 Required Combustion Safety Testing (excludes MHML)

1. Detection of fuel leaks, primarily for gas and propane, but also oil.

2. Spillage testing under greatest depressurization at required time limit.
3. CO testing of combustion appliances including kitchen stoves.

4. Continuous monitoring of ambient CO.

8.3.3 Required Heating System Testing (excludes MHML)

1. Combustion Efficiency and CO.

2. Spillage testing under greatest depressurization and natural conditions at required time
limit.

3. Fuel pressure (gas and oil).

Temperature rise.

5 1 f temperature rise results fall @mi}, si de of ma
additional testing may be completed. These tests may include Static Pressure and Fan
Speed measurements.

6. Smoke test (oil only).

7. BTU input.

E

8.3.4 Exhaust Fan and Ventilation Testing

1. Air flow of all exhaust fans.
2. Air flow of dryers vented to the outdoors.

3. Air flow of existing balanced mechanical ventilation, energy-recovery ventilator (ERV) or
heat-recovery ventilator (HRV).

8.3.5 Required Documentation of Testing

1. Results of required testing shall be documented in the Diagnostic Workbook on the
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Auditor worksheet for the appropriate building type.

2. Testing not included in the Diagnostic Workbook shall be documented on the FDCF
(Field Data Collection Form).

8.3.6 Shell Measure Assessment

1. All shell components of a building shall be accurately measured and recorded on the
FDCF.

2. Insulation levels in all attics, walls, floors, or foundations that define the thermal
boundary shall be determined and recorded on the FDCF.

3. Repairs necessary to protect energy conservation measures shall be identified and
recorded on the FDCF.

4. Windows and doors shall be evaluated for general condition and recorded on FDCF.

5. A minimum inspection sample of at least 25 percent, is required for all buildings with 5 or
more units. The inspection sample shall include units from each floor and each building
exterior wall orientation (i.e. direction) and shall be representative of each type of unit in
the building. All common areas shall be inspected and addressed in the energy audit.

8.4 Electronic Audits and Measures Lists General

The State of Wisconsin utilizes the NEAT (National Energy Auditing Tool) for all 1 to 4-unit and
5 to 24-multi-unit dwellings, and MHEA (Manufactured Home Energy Audit) for mobile homes
heated with bulk fuels or electricity. The Mobile Home Measures List (MHML) is utilized for
mobile homes heated with natural gas. The audits and measures list are used to determine the
recommended measures to be completed on weatherized buildings. NEAT and MHEA audits
shall be performed according to the instructions in the Weatherization Assistant Guide found on
the HE+ TTA website.

8.4.1 Mobile Home Measures List (MHML)

The Division has developed protocols to use when auditing mobile homes that are heated with a
natural gas appliance. Further details on how to use the MHML are available on the HE+ TTA
website under Weatherization b Resources.

8.4.2 Weatherization Assistant Audits

At the beginning of each program year, the Divisi:
agency to use within Weatherization Assistant energy audit software for analyzing the cost-

effectiveness of planned weatherization work. Those default setup libraries are reviewed and

adjusted annually. Default values of key analysis parameters, fuel costs, and fuel price indices

are determined and updated in the setup library. Measures in the library are enabled according

to Division policies and are updated with projected agency unit costs. Agencies shall use the

audit software and database version designated annually by the Division and posted on the

HE+ TTA website.

Iltiseachagencyb s responsibility to review and update ent
heaters and refrigerators that are used by program contractors or suppliers. If bid prices change
during the program year, the supply libraries shall be customized to reflectthe agencyd s curr ent
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replacement equipment models and costs. Agencies may opt to use the additional tabs in the
supply library to document material costs and contractor costs for other work.

A single Weatherization Assistant audit is completed for each building. It should fully describe all

details for the entire building that are necessary for an accurate energy audit. In accordance

with 2.2.3 Customer Files, the Weatherization Assistant file associated with the building shall

include the list of recommended measures and itemized cost measures actually installed in the

buil ding. When actwual fuel consumption is utilize:
recommended measures list shall be used.

Agencies shall maintain the final electronic version of each completed energy audit. The
electronic copy of the energy audit shall, at a minimum, be maintained within the database in
which it was created. Energy audits shall be uploaded to the HE+ System/WisWAP building file
readily available to the Division.

Some weatherization measures are identified in Weatherization Assistant audits but are not
included in the calculations to establish savings-to-investment ratio (SIR) metrics. In order to
generate a Recommended Measures report that is reflective of all the measures and costs,
these additional measures shall be selected from the user-defined options in the Iltemized Cost
tab. Building unit audits must have a cumulative SIR of 1.0 or greater before weatherization
work may proceed if using DOE funds. Building unit audits must have a measure and an overall
cumulative SIR of 0.80 if using Public Benefits or LIHEAP funds. Measure Skipping of cost-
justified major measures is not permitted at any time.

If, in a 2 to 4-unit building, some but not all units have an SIR of 0.80 or greater, the agency may
request a review of the building via the HE+ Help Desk and shall proceed with weatherization
only with prior approval from the Division. These buildings are limited to the use of PB or
LIHEAP funds.

8.4.2.1 General Rules for Data Entry into Weatherization Assistant Audits

1. Create the audit in accordance with policies and guidance as provided in the
Weatherization Assistant Guide.

2. Include all planned measures in the audit.

3. Use the Itemized Cost tab to enter information for measures where energy savings or
costs are not included in the cost-effectiveness analysis. Some common examples are:

1 Programmable thermostats

Lighting efficiency improvements

Domestic hot water measures (faucet aerators, shower heads, etc.)

Freezer replacement, including removal incentives

Refrigerator removal incentives

Installing, sealing and/or insulating forced-air distribution

Miscellaneous heating system work, including heating system clean and tunes
Exhaust ventilation

= =4 =4 4 4 -8 -—a A

Slab-on-grade exterior foundation insulation
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1 All ZR coded repair measures shall be entered in the Itemized Cost Tab and
included in the cumulative SIR. ZZ coded repair measures are to be entered in
the Itemized Cost Tab, but not to be included in the cumulative SIR. Repairs are
only allowed when necessary for the effective performance or preservation of
energy conservation measures or materials. Repair measure costs shall be
justified by written and photo documentation in the customer file upload.

9 The cumulative SIR including repair expenses shall be greater than 1.0 in order
to complete the planned repairs if using DOE funds. Buildings that cannot be
addressed with the repair ZR or ZZ codes shall be deferred for weatherization. If
an agency uses DOE funding for a repair, DOE funding must be used for an
ECM. DOE funding cannot be used for a repair only on a job.

1 ZZ coded repair costs shall be separated from energy conservation and health
and safety measure costs when reporting the completed measure in HE+
System/WisWAP using PB, LIHEAP or DOE Weatherization Readiness funding.
The is a limit of $6,000 per 1 to 4 unit buildings, owner-occupied home for ZZ
coded repairs without prior approval from the Division.

4. Health and safety measures shall be identified in the Itemized Cost tab. Health and safety
costs are not included in the cumulative SIR. Single-family houses and mobile homes where
completed energy audits show total estimated health and safety costs of $5,000 or greater
shall be reviewed and approved by the Program Manager, or designee. The documentation
of reviewed items shall be contained as a note in the HE+ System/WisWAP building file.

1 If health and safety costs end up exceeding $5,000 in single-family homes and
mobile homes because of issues that arise during weatherization, the Program
Manager, or designee, shall review and approve the revised job. There shall be
documentation in the customer file of the conditions which caused the additional
costs, and the reason they were not previously identified. The documentation of
reviewed items shall be contained as a note in the HE+ System/WisWAP building
file.

5. Model all water heater replacements first as an ECM on the baseload tab. If the water
heater measure is not selected (the water heater is not a cost-effective ECM), but
replacement is still necessary, run the model again, with the water heater included as a
Health and Safety measure in the Itemized Cost tab. Beginning October 1, 2022 with the
creation of the Program Services for water heater replacements, the agency may
consider a Weatherization Referral.

6. Heating system modifications (repair, distribution, replacement, or additions) shall be
modeled as follows:

1 When modifications to a heating system are required for the proper installation of
a replacement heating system, include those costs with the cost of the
replacement heating system measure and model the complete system in the
Heating tab. ZZ coded repairs are not to be included in the SIR.

1  When modifications to the heating system are required for the proper operation
of the existing or replacement heating system, identify the measure and cost
separately in the Iltemized Cost tab. The cost shall be included in the cumulative
SIR, but not in the SIR evaluating the cost of the heating system replacement
measure. Report the repair costs separately in HE+ System/WisWAP. ZZ coded
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repairs are not to be included in the SIR.

7. Installation, repair, or replacement of air conditioners is not an allowed measure.
(Furnace replacement may occasionally require installation of a new/compatible a-coil.
Prior approval from the HE+ Help Desk is required.) Include sufficient information about
existing air conditioners in Weatherization Assistant to model electricity savings that may
result from shell and insulation measures.
8. When the estimated cost of a measure, based on acontractor 6 s b i agenoyd st habor

and materials for that job, differs fromthe agency6 s def ault cos®20 by more
percent, a cost shal/l be included in the Addit

1 When the estimated cost of a measure is less thanthe agencyd6 s def aul t cost
enter a negative number in the Additional C

NEAT/MHEA Modeling Guidance: For additional modeling guidance see the Weatherization
Assistant Guide found on the HE+ TTA website.

8.4.2.2 Modeling Buildings Using Fuel Consumption

The agency shall collect and use actual fuel consumption data provided by the WHEAP Referral
or by the customer for all buildings where natural gas or electricity is the primary heating fuel.
Note that a completed HE+ application includes a release allowing fuel vendors to supply a

customerdéds energy use information for weatherizat|
WHEAP have agreed to provide billing information.

Utility usage data for a full year is preferred. Data for a minimum of 4 months that includes the
most recent heating season is acceptable. When fuel records cannot be obtained for the heating
season of the previous year for all heating systems in the building, actual fuel consumption data
is not required to model 1 to 4-unit buildings.

Customers sometimes attempt to significantly reduce energy expenses with the following
practices:

1 Closing off at least 50 percent of the rooms to only heat part of the building.

1 Maintaining the home at a temperature below 65 degrees for more than 12 hours per
day during the heating season.

In cases where the customer is attempting to significantly reduce energy expenses in this

manner, the Division strongly recommends entering the actual fuel use data available into the

audit, then comparing the difference in predicted consumption (20% is the accepted difference)

and available fuel use data, to validate the use
values). The circumstances justifying the use of the default audit results shall be documented in

the customer file.

The date-appropriate Therm Calculator shall be used for 1 to 4-unit buildings and mobile
homes. The Therm Calculator is used to weather-normalize the known/actual consumption for
average heating degree days. It will also assist energy auditors in estimating the heating fuel
consumption when multiple fuels are used and/or when a full 12 months of usage data is not
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available. The calculator is available on the HE+ TTA website under Weatherization b
Calculators.

For multifamily buildings, the 5 to 24-Unit Building Workbook shall be used in conjunction with
the NEAT audit. Actual fuel consumption data is required. Use the workbook to weather-
normalize the consumption for average heating degree days. The workbook may also be used
to estimate space heating usage for units that do not have consumption data available.
Multifamily 5 to 24-unit buildings with a shared/master meter for space heating shall have the
fuel consumption records for the preceding 12 months submitted by the building owner as a part
of the certification process.

Buildings with individual mechanical systems in each unit shall have the actual consumption
records for each unit for the year. Tenants not certified as HE+ eligible (free riders) will need to
provide fuel consumption records to the building owner or the agency. If fuel records are
unavailable, free riders will need to sign a release to allow access to their utility records.

8.3.2.3 End-State Planning

The primary goal of the Weatherization Assistance Program is energy cost reduction, and the
inclusion of health and safety improvements to the units occupied by low-income persons
served shall be limited to such improvements that are related to the energy efficiency work
completed.

End-state planning is required for all weatherization jobs and shall be conducted prior to
proceeding with weatherization work. The Diagnostic Workbook contains a modeling worksheet
that assists in predicting air sealing effectiveness and likely post-weatherization ventilation
requirements. End-state planning involves conducting tests and analyzing the characteristics
unique to each dwelling in order to:

Select and implement the appropriate measures and accurately estimate costs.

b. Estimate the post-weatherization building CFMsy infiltration rate.

c. Estimate the post-weatherization natural ventilation rate per occupant.

d. Identify the potential need for post-weatherization local exhaust ventilation and/orwhole
building mechanical ventilation.

e. Estimate the post-weatherization greatest depressurization.

f. Calculate the post-weatherization Depressurization Tightness Limit.

g. ldentify potential post-weatherization combustion safety issues.

h. Make critical decisions regarding deferral or prevention and resolution of potential

combustion safety issues.
i. Provide information to plan and manage the job to avoid unexpected delays.

8.4.2.4 In-progress Changes in Measures

Occasionally, valuable energy conservation measures are identified during the job process.
Prior to installing an ECM that was not identified or included as part of the original audit, the
identified measure details must be entered in the audit and evaluated for cost-effectiveness. If
the measure meets the minimum SIR of 1.0, the ECM may be installed if using DOE funds, or a
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minimum of 0.80 SIR for PB and LIHEAP funds. Measures that may be involved include, but are
not limited to:

1 Refrigerator replacement
Freezer replacement
Attic insulation

Wall insulation

Floor insulation
Foundation insulation

= =4 =4 4 4 A

Box sill insulation

It occasionally becomes necessary to add a water heater or heating system replacement
measure after work has begun. Before proceeding, the audit shall be updated with the
equipment replacement(s) modeled, and the measure and cumulative cost-effectiveness shall
be re-calculated. If the job SIR is 1.0 for DOE funded jobs, work may still proceed, or SIR is 0.80
for PB or LIHEAP funds. Enter the replacement in the Iltemized Cost tab as a Health and Safety
measure (not included in the cumulative SIR). If required per Section 5.3.4 Health and Safety,
the Program Manager, or designee, shall review the job and determine if the measure is
necessary and t he | obRegiewdasntergatian shall be wlaaledtodhe | e .
building file or a note entered what was reviewed. Referral of heating systems and water
heaters to Program Services is an option if the household has a current year application that
proves income eligibility.

8.4.3 Modeling Mobile Homes with MHEA

The MHEA audit is visually similar to the NEAT audit, but there are differences in how data is
entered and how the audit models measures. Special areas of concern are identified in 8.10.2.1.
Mobile homes that have multiple additions and\or a basement may still be classified as a mobile
home if the HVAC system is set up as a standard mobile home installation. When a combustion
appliance zone is located in the basement, it may be more appropriate to treat the mobile home
as a site-built structure. The determination should be made at the energy audit. The proposed
measures may assist in the decision of which software should be used. Use Table 8.1 below to
help guide that decision.
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Table 8.1: Guidance for Determining Computerized Audit Software

Which software to use?

Heating system and water
heater are or will be located in

Heating system and water | pasement or crawl space
heater located on main floor

Ducts and/or plumbing in
basement or crawl space

Intentionally (or
unintentionally) conditioned
basement

Building characteristics to
consider when deciding which
software is appropriate for the
building

Non-conditioned basement
or crawl space

Multiple additions that are
similar and could be
accurately modeled as one

Multiple additions with
different wall characteristics

When belly insulation will be
maintained as the thermal
barrier

When box sill or foundation
insulation is an option

8.4.4 Modeling 5 to 24-Unit Buildings with Weatherization Assistant

The Division has developed a separate NEAT database for 5 to 24-unit multifamily buildings. As
with the single-family Weatherization Assistant audits, this database includes enabled measures
and default set-up libraries. The default database values are reviewed bi-annually and adjusted
at least annually. Agencies shall use the audit software and database version designated
annually by the Division and posted on the HE+ TTA website. Agencies may opt to customize
their own set-up libraries to reflect local costs. Customized set-libraries shall:

1 Use the same default fuel costs and preferences set by the Division annually.

1 Only use measures enabled by the Division.
1 Conform to the review and update schedule determined by the Division.
1 Be reviewed and approved by the Division prior to use.

All electronic or hard copies of the documents shall be readily available to the Division upon
request.

8.5 Computerized Audits for Buildings of 25 or More Units

Weatherization of buildings with 25 or more units is suspended until further guidance is issued.

8.6 Audit Requirements and Measure Specifications

1. All work will be completed in a cost-effective and professional manner.

2. All materials will be installed to manufacturer specifications. For more specific
information on installation procedures and guidance see the Wisconsin Weatherization
Field Guide.
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All debris shall be removed from the job site and disposed of properly.
All work will follow applicable codes and regulations of the authorities having jurisdiction.

Contractors providing services must be licensed and/or registered to provide those
services if required by the authority having jurisdiction.

Building permits and any related costs are the responsibility of the agency.

The Division will be the final authority for any questions regarding specifications and
measures.

A description of maintenance and operation requirements of completed measures shall
be provided to occupants.

Agencies shall make a reasonable effort to install products that meet ENERGY STAR®
standards, whenever feasible. See materials specifications and procurement standards
available on the HE+ TTA website under Weatherization b Procurement.

All materials used shall meet the requirements outlined in Chapter 6 Procurement.

All removed or replaced appliances and materials including, but not limited to, furnaces,
water heaters, refrigerators, and freezers shall become property of the agency for
recycling and proper disposal in accordance with state and federal regulations.

8.6.1 Attic and Knee Wall Areas General

Model all ceiling/attic spaces for insulation. For enclosed cavities, model the maximum capacity
that the space can accommodate. Add the amount of insulation that the energy audit specified.
Determine the effective R-value of existing insulation by assessing the gaps in the insulation
coverage. Use the following information to guide effective R-value estimates.

1.

2.

Good - One inch of insulation in good condition with unbroken coverage will have an R-
value between 2.5 and 3.75 (contingent on the type of product).

Fair - One inch of insulation in fair condition (small gaps significant compressed areas)
will have an R-value between 1.75 and 2.6 (approximate 30 percent loss in R-value).

Poor - One inch of insulation in poor condition (many substantial gaps and compressed
areas amounting to 50 percent if area is uninsulated areas amounting to 5 percent) will
have an R-value between 1.0 and 1.5 (approximate 60 percent loss in R-value).

When attic insulation is not being installed but attic prep work needs to be addressed, model the
work in the |1 temizedNoColsnts utlaabt iaosn of Aatntdi cc hPercekp fil nc |
the work in HE+ System/WisWAPuUusi ng t he rel atRrep-Nmedsasmueé atiiAnt idoc A
i nsul ation fAblow overdo necessary to restore
the attic prep cost. Post an insulation certificate in the building upon completion.

8.6.1.1 1 to 4-Unit and Multifamily Attic and Knee Wall Areas Specifications

1.

Complete air sealing of key junctures and bypasses before adding insulation. Insulate
access hatches to the R-value of the attic insulation or maximum structurally allowable,
whichever is lower. Box around attic entry to allow for repeated access.

2. Insulate the vertical and sloped areas to the maximum structurally allowable.
3. Vent all exhaust fans to the exterior. Seal and insulate all ducting for exhaust fans, to a
minimum of R-8.
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a. Ducts with existing insulation do not have to be re-insulated. Ensure insulation is
secure and provides continuous coverage.

Prior to insulation, prepare the attic by installing barriers around fan housing, chimneys,
access points, and recessed lighting. If live knob-and-tube wiring cannot be eliminated
from the attic, install a barrier to maintain a 3-inch air space around wires.

Identify all electrical junction boxes and live knob-and-tube barriers with flags. A cover is
to be installed to all open junction boxes.

If heating system distribution runs through the attic, seal all seams and insulate to an R-
8 prior to installing any insulation over the distribution ducts.

Install attic ventilation based on applicable code requirements or if there is a potential
moisture source that cannot be isolated or controlled by air sealing.

8.6.1.2 Mobile Home Attic and Knee Wall Areas Specifications

1.

Complete attic preparations including building barriers around fan housing and recessed
lighting fixtures, and sealing chimney, key junctures, and other obvious bypasses.

Vent all exhaust fans to the exterior. Insulate exhaust fan ducts when feasible to R-8.

Insulate the attic to R-19, or maximum structurally allowable with blown fiberglass
insulation. Do not dense pack or over-fill area.

8.6.2 Sidewall Insulation General

Model all uninsulated exterior walls of heated spaces to the maximum structurally allowable.
Install insulation if the SIR is greater than or equal to 1.0 for DOE funds or 0.80 if using PB or
LIHEAP funds. Model related repair costs separately in the Itemized Cost tab. Model each
sidewall where voids are 10 percent or more of the sidewall area. Install insulation to the R -
value allowed by the NEAT audit, using dense-pack insulation technigues for loose-fill
insulation. See the Wisconsin Weatherization Field Guide for more details on dense-pack
techniques.

8.6.2.1 1 to 4-Unit and Multifamily Sidewall Insulation Specifications

1.

2.

4.

Lift or remove the exterior layer of siding to drill through sheathing and any sub-layers of
siding.
a. If siding cannot be removed, there shall be documentation in the customer file of
the conditions that limited the removal of the siding.

Transite (slate) siding shall be removed intact only by persons with appropriate
Department of Health Services (DHS) asbestos certification unless the siding has been
tested and does not contain asbestos (see Chapter 9 for complete asbestos policy).

Sidewall insulation shall be installed following Lead-Safe Weatherization (LSW)
procedures, under the supervision of a Lead-Safe Renovator when applicable (see
Chapter 9 for complete lead policy). Any person who completes this work shall have
been trained in LSW procedures.

Consider using blown fiberglass in buildings with brick facade.

Wisconsin Weatherization Program Manual PY23 93
July 2022



liomeenergy+

8.6.2.2 Mobhile Home Sidewall Insulation Specifications

1. Inspect exterior siding and the interior wall materials to determine if insulating will create
any structural problems.

2. Insulate walls with complete coverage and uniform density throughout the accessible
wall cavity.

8.6.3 Foundation/Floor Insulation General

Model foundation walls or floors that define the heating envelope, including the exterior walls of
unintentionally conditioned crawl spaces, box sills, and slab-on-grade assemblies, for insulation
with an energy audit. Install insulation only if the measure SIR is greater than or equal to 1.0 if
using DOE funds, or 0.80 SIR if using PB or LIHEAP funds.

8.6.3.1 1to 4-Unit Foundation/Floor Insulation Specification

1. Complete air sealing prior to insulating, unless spray foam is being used for both
purposes.

2. Model uninsulated box sill areas for installation of faced fiberglass batts or two-part
foam.

3. Model floors for insulation where they define the heating envelope to the maximum R-
value structurally allowable.

a. Install a minimum 6-mil vapor retarder over exposed earth floors, unless it
presents a tripping or slipping hazard. Walk boards may be installed for access to
mechanical systems.

4. Model accessible crawl space walls for R-12 two-part foam insulation or R-19 fiberglass
batt insulation in unintentionally conditioned areas. Other products including R-11
fiberglass, R-19 two-part foam, or rigid insulation may be modeled and installed if the
measure meets a minimum SIR of 1.0 if using DOE funds, or 0.80 if using PB or LIHEAP
funds.

a. Note: two-part foam insulation may be used to insulate crawl spaces only when
the area may be isolated from the interior of the building by a thermal barrier,
such as half-inch drywall or plywood, from the interior of the building. For more
information see Wisconsin Uniform Dwelling Code (UDC) SPS 321.11.

b. Install a minimum 6-mil vapor retarder over exposed earth floors.

A laminated sign (minimum size of 8 1/ 20

crawl space access. The sign shall include contact information of the installer
and shall caution those entering the crawl space not to damage the air barrier,
ground moisture barrier, insulation, or mechanical components specific to the
crawl space. It shall prohibit storage of hazardous and flammable materials and
shall instruct those entering to contact the agency if damage occurs to any

by

materialsinthecrawls pace. An o pS8piacrealSifmGr alvelmpl at edo i

available on the HE+ TTA website under Weatherization b Forms.

5. Model exterior insulation of all accessible slab-on-grade foundations, inaccessible
heated crawl space foundations, and conditioned basements having an average above-

grade exposure of 300 or more omalthe exteri

a. If the model indicates a measure SIR of 1.0 or greater for DOE funds or 0.80 SIR
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if using PB or LIHEAP funds, insulate exposed foundations with extruded R-5
foam board, with a durable weather resistan
grade.

8.6.3.2 Mobhile Home Foundation/Floor Insulation Specifications

1. Prior to insulating the belly: Seal duct work and repair holes in the belly

a. A 6-mil vapor barrier may be installed over exposed earth, based on site
conditions.

b. Belly repair shall be modeled as a repair measure in the Itemized Cost tab.

2. Insulate floors to the maximum the structure allows.

3. Ifinstalling blown fiberglass: Install at a density of 1.25 to 1.75 pounds per cubic foot.

4. Do not dense pack or over-fill area.

5. I nstal/l a minimum of 20 of insulation between
ducts.

8.6.3.3 Multifamily Foundation/Floor Insulation Specifications
1. Where the heating envelope is defined, insulate floors to the maximum R-value the
structure allows.

2. Insulate the accessible areas of slab-on-grade foundations to a minimum of R-5, and to
amaximumof 60 bel ow grade. Use extruded foam boar
resistant coating.

3. Seal and insulate accessible crawl space walls to a minimum of R-12 and to a maximum
of R-19. Typical applications include fiberglass insulation, two-part foam, or rigid
insulation.

a. Install a vapor retarder over exposed earth in limited-access crawl spaces.
b. Do not install a vapor retarder in any traffic area.

4. Seal and insulate box sill areas using faced fiberglass, rigid board, or two-part foam up
to a maximum of R-19. The box sill area shall be air sealed prior to insulating.

5. Do not install insulation if it will cause or worsen an existing moisture problem.

8.6.4 Windows
All windows modeled for replacement shall be in the primary heating envelope. To consider a
window for replacement, it shall meet both of the following conditions:

1. The window(s) shall be located in the primary heating envelope.

2. The window(s) shall have rotted or deteriorated frames or sashes.

Photographs are required for each window to be replaced. The photograph shall document
specifically why the window was replaced, e.g., rotted frame or rotted sash, rotted frame and
rotted sash with deteriorated paint film. The photo(s) shall be uploaded to the HE+
System/WisWAP building file (see Appendix E and 2.2.3 Customer Files).

The work shall be done in a lead-safe manner under the supervision of a certified Lead-Safe
Renovator (see Chapter 9 for complete lead policy). Replace a window as an energy
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conservation measure if the measure meets a minimum 1.0 SIR for DOE funded jobs or 0.80
SIR for PB and LIHEAP funded jobs when tested with the NEAT/MHEA audit.

Window replacement is categorized as:

1. An Energy Conservation Measure when the measure is modeled as a shell measure and
meets a minimum 0.80 SIR using PB or LIHEAP funds.

2. A Repair Measure when windows do not have a measure SIR of 0.80 or better. Enter the
measure into the ltemized Cost tab and the cumulative SIR for the building is aminimum
1.0 SIR 0.80 SIR if using PB or LIHEAP funds with the ZR code. Check "Include in SIR."

Basement windows may or may not be located in the primary heating envelope depending on
the conditioning of the foundation. When a basement is an unheated (non-conditioned) area, the
windows are not in the primary heating envelope and may not be replaced. Basement windows
may only be installed as a repair measure. Basement windows are exempt from the general
requirement that windows meet ENERGY STAR® standards.

8.6.4.1 1to 4-Unit and Multifamily Windows and Specifications

1. Cloudiness inside existing insulated glass (IG) units because of seal leakage does not
constitute Afailureoundf the window or of the I

2. Re-weatherstripping of existing windows is allowed as an air sealing measure.

3. A window with a cracked or broken pane of glass, but where degradation of the frame
and or sash is not occurring, will have only the glass repaired or replaced as an air
sealing measure.

4. Window replacement in pre-1978 buildings shall be completed using lead-safe work
practices, under the supervision of a certified Lead-Safe Renovator. For more
information see Chapter 9 Lead-Safe Weatherization and Minimum Standards for Lead-
Safe Weatherization (LSW).

5. Window replacements in buildings that are 50 years old or older are subject to historic
review by the Wisconsin Historical Society if the building work incorporates any DOE or
LIHEAP funding.

8.6.4.2 Mobile Home Windows Specifications

Insider storms on windows with primary single pane glass and no storm may be installed as a

repair measure i f MHEA doesndét select the measure
minimum cumulative SIR of 1.0. Replace damaged insider storm windows on windows with

primary single pane glass as a repair and if the cumulative SIR is 1.0 or greater. Repair or

replace storm window glass when the glass is cracked or broken, but there is no degradation of

the storm windows frame.

8.6.5 Air Sealing General

Use a blower door to guide air sealing work. Seal probable heat bypasses and key junctures.
Repair or replace glass as needed. Whenever feasible, based on site-specific conditions, use
diagnostic tools such as depressurization, infrared scanners, and smoke testing equipment to
determine the appropriate sealing locations in the building, specific units, and common areas.
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Provide sealing work that will improve the thermal boundary of the building and address the
tenant comfort zone. Complete air sealing to all building types based upon specific Wisconsin
protocols. See the Wisconsin Weatherization Field Guide for more guidance on air sealing.

All air sealing work, depressurization testing, and spillage tests shall be documented in the
Diagnostic Workbook. If zone pressure diagnostics are completed, document the results on the
appropriate tab in the Diagnostic Workbook.

8.6.5.1 1to 4-Unit Air Sealing Specifications

1.

Seal all major attic bypasses, the box sill area if air leakage is identified, and key
junctures as guided by the blower door. Replace missing or broken window glass and
gross holes in the building envelope. Seal chases that may be open to the outside of the
thermal boundary. Examples of these heat bypasses are open interior walls, garbage
chutes, plumbing and heating chases, etc. These measures are classified as Major Air
Sealing. Complete Major Air Sealing work prior to installing any other shell measures. Air
sealing can be completed whether or not blower door testing is performed.

As a general rule for sealing "all major attic bypasses", conditioned air leaking into attics
should be no greater than 10 percent of the total CFMso of the final blower doortest.
Conduct zone pressure diagnostic testing on homes with an attached garage, and in
other homes as appropriate.

When a blower door test cannot be completed, perform Major and Minor Air Sealing.
Minor Air Sealing targets drafts and aims to improve occupant comfort and is limited to
one hour.

If recommended by the Diagnostic Workbook, Agencies may use depressurization tests
to guide forced-air distribution system work, air sealing, and the maximum exhaust
ventilation. Take steps to address depressurization that exceeds the guidelines.

8.6.5.2 Mobile Home Air Sealing Specifications

1.

Seal all major attic bypasses. Replace missing or broken window glass and gross holes
in the building envelope. Seal chases that may be open to the outside of the thermal
boundary. Air sealing measures are completed on the building prior to installing any
other shell measures. Air sealing shall be completed whether or not blower door testing
is performed.

As a general rule for sealing "all major attic bypasses”, conditioned air leaking into attics
should be no greater than 10 percent of the total CFMsg of the final blower doortest.
Conduct building depressurization tests in all units.

When a blower door test cannot be completed, perform Major and Minor Air Sealing.
Minor Air Sealing targets drafts and aims to improve occupant comfort and is limited to
one hour.

Use depressurization tests utilizing the Diagnostic Workbook to guide forced-air

distribution system work, air sealing, and the maximum exhaust ventilation. Take steps
to address depressurization that exceeds the guidelines.
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8.6.5.3 Multifamily Air Sealing Specifications

1. Priorto insulating, air seal as follows:
a. Use the Multifamily Building Air Sealing Checklist to check and air seal typical air
leakage locations including, but not limited to, heat bypasses between party walls
and between the building and buffer zones, and building's key junctures.

b. Whenever feasible, use depressurization, infrared scanners, and smoke testing
equipment as diagnostic tools to guide air sealing of attic bypasses, the box sill
area, and key junctures.
c. Replace missing or broken window glass and seal gross holes in the building
envelope.
2. After insulating, provide sealing work that
zone.

3. All air sealing shall be completed using materials with the proper fire rating.

4. Where appropriate, follow the basic air sealing procedures in the Wisconsin
Weatherization Field Guide.

8.7 Mechanical Systems Measures
8.7.1 Heating System Replacement General
8.7.1.1 Modeling Replacement Heating Systems

Not all heating systems will be replaced. Follow the protocol below to determine if the system
will be replaced.

Replacement heating systems modeled in the NEAT Heating System tab with a minimum SIR of
1.0 are considered energy conservation measures (ECMs) for DOE funded jobs, or 0.80 SIR for
PB and LIHEAP jobs. Fuel switching is allowed when the replacement meets a minimum 1.0
measure SIR and the job meets a minimum 1.0 cumulative SIR for DOE funds or 0.80 SIR for
PB and LIHEAP funded jobs. Model all heating systems as an ECM first, unless otherwise
indicated. A secondary heating system may be left in place only when it is properly modeled,
meets the SIR requirements, and is operating safely. See Weatherization Assistant Guide 6.0.8
for further details on modeling secondary heating systems.

If the heating system replacement has an SIR of less than 1.0 for DOE jobs, or 0.80 for PB or
LIHEAP jobs, model the replacement in the Itemized Cost tab as a Health and Safety
replacement for each job or refer to the HE+ Program Services (Furnace) as a WX-REF if the
customer has a current year eligible application.

8.7.1.2 Heating System Replacement

All heating system replacements shall meet the minimum specifications in the Wisconsin
Weatherization Materials and Specifications and applicable procurement templates available on
the HE+ TTA website under Weatherization b Procurement.

A Heating Systems Checklist shall be completed on every heating system installation, clean and
tune or repair job by the technician performing the work. Heating System Checklists, ins pection
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forms, and efficiency and safety test results on all heating systems (existing or replacement)
shall be maintained in the customer file and uploaded to the HE+ System/WisWAP Building file.

1. Natural Gas and LP Forced-Air Furnaces:
a. Inspect and test all furnaces for safety and efficiency.
b. Model all furnaces for replacement as an

c. Forunsafe furnaces that have a measure SIR of less than 1.0 if using DOE
funds, or 0.80 SIR if using PB or LIHEAP funds.

i. Replace the heating system if the job has a cumulative SIR of 1.0 for DOE
funded jobs or 0.80 SIR for PB or LIHEAP funded jobs or greater when
modeled with the Health and Safety replacement.

2. Oil Forced-Air Furnaces:
a. Inspect and test oil furnaces for safety and efficiency.
b. Model al | furnaces for replacement as an

i. With agreement from the building owner, model fuel switching to gas for oil
furnaces that are candidates for replacement. Proceed with the fuel switch if
the measure SIR is 1.0 or greater if using DOE funds, or 0.80 if using PB or
LIHEAP funds.

ii. Oil tanks placed out of service by the weatherization agency in conjunction
with a heating system fuel switch shall be sealed off or removed in
accordance with Wisconsin Administrative Code ATCP 93. When performed
with a fuel switch, report oil tank capping and removal in HE+
System/WisWAP measure ZRHS035 Fuel Switching.

iii. Existing oil tanks placed out of service prior to the weatherization energy
audit may be sealed or removed in accordance with ATCP 93 only if a
documented health and safety reason exists at the time of the energy audit.
When sealed or removed for health and safety reasons and not in conjunction
with a fuel switch, report all oil tank costs in HE+ System/WisWAP measure
XHAQO35 Other Remediation (see Appendix D HE+ System Reporting
Codes).

iv. In properties other than 1 and 2-unit buildings, the contractor performing tank
cleaning and tank removal shall be certified in accordance with SPS Chapter
305.

c. Unsafe furnaces that have a measure SIR of less than 1.0 may be replaced only
if the job has a cumulative SIR of 1.0 or greater when using DOE funds or 0.8
when using PB or LIHEAP funds, when modeled as a Health and Safety
replacement.

3. Boailers:
a. Inspect and test boilers for safety and efficiency.

b. Model all boilers forECMr epl acement bgl sa&t &adbilyg. A EvV
high-efficiency gas boiler.

i.  With agreement from the building owner, model fuel switching oil to gas.

c. Unsafe boilers that have a measure SIR of less than 1.0 may be replaced only if
the job has a cumulative SIR of 1.0 or greater when using DOE funds or 0.80
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when using PB or LIHEAP funds, when modeled as a Health and Safety
replacement.

4. Vented Space Heaters (hon-wood):
a.
b.

C.

Inspect and test all space heaters for safety and efficiency.

Model all space heaters for replacementasan ECMbysel ect i ng AEvVal
Unsafe space heaters that have a measure SIR of less than 1.0 may be replaced

only if the job has a cumulative SIR of 1.0 or greater when using DOE funds or

0.80 when using PB or LIHEAP funds, when modeled as a Health and Safety
replacement.

Direct-vented wall space heaters shall be sealed combustion.

i. With agreement from the building owner, model fuel switching oil to gas and
convert room heaters to direct vent wall heaters, where feasible. Proceed
with the fuel switch if the measure SIR is 1.0 or greater when using DOE
funds or 0.80 when using PB or LIHEAP funds.

Oil space heater replacement shall be approved on a case-by-case basis. Submit
information for review to the HE+ Help Desk.

i. Include the Building ID# of the job, the reason for replacement, the reason

uat e

why no heater fuel conversion is planned,

specifications for the replacement unit, including the AFUE.

Other Space Heaters:
a.

Stand-Alone Electric: Repair, replacement, and installation are not allowable
costs.

Un-Vented Space Heaters: A home with an unvented space heater in the living
space/inside the pressure boundary shall be deferred unless the space heater is
to be removed as part of the required weatherization work, or the homeowner
has the unit removed as part of the deferral.

Electric Conversion: Replace furnaces or baseboard heaters when there is an SIR of
0.80 for both the measure and the job, using PB or LIHEAP funds, or an SIR of > 1.0 if
using DOE funds.

a.

Modify the heating system type in the Heating tab to reflect planned replacement
of the system and include the AFUE of the new system.

Use the Electric Fuel Switch Calculator Worksheet to determine the energy
savings to be entered into the NEAT audit.

To determine the SIR for the measure and the job, enter the conversion
information generated by the calculator into the NEAT Itemized Cost tab.

i. The required information includes the correct HE+ System/WisWAP measure
line identification, the savings as predicted by the calculator, the fuel type
saved, and the lifetime and the cost of the conversion.

ii. Proceed with the replacement system if the measure and the job have an SIR
of 0.80 or better, or an SIR of > 1.0 if using DOE funds.

The Electric Fuel Switch Calculator Worksheet is available on the HE+ TTA
website. The completed worksheet results shall be printed and retained in the
customer file.
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e. Existing baseboard heaters may be left in place. Unless not feasible (for
example, units serving a space with no other heating supply), disconnect the
baseboard heaters to prevent continued use of the units.

7. Wood (as primary system): Contact the HE+ Help Desk if switching from wood to natural
gas or LP to obtain instructions on how to calculate energy savings. Wood-to-wood
replacements shall be performed as a Health and Safety measure. Do not model as an
ECM.

8. Non-electric secondary heating systems may be replaced if the system is a safety
hazard and cannot be eliminated with the replacement of a primary system with prior
approval from the HE+ Help Desk.

8.7.1.3 Fuel Switching

Heating system replacements shall maintain the existing fuel type unless:

1. Natural gas or LP gas is available, and the fuel switch replacement measure has a
minimum SIR of 1.0 for DOE funded jobs or 0.80 SIR for PB or LIHEAP funded jobs
when tested with the NEAT audit as an energy conservation measure, or

2. The existing system is electric and the conversion models with an SIR of 0.80 SIR for PB
or LIHEAP funded jobs when the projected savings are calculated using the Electric
Heat Conversion Worksheet and entered into the NEAT Itemized Cost tab, or

3. There are systems using different fuels exhausting into the same chimney. If fuel
switching is an option due to one of the conditions above, the agency may convert
heatingsy st ems or water heaters with the customer ¢

Additional installation charges apply for winter installs of natural gas laterals. Agencies are
encouraged to coordinate projects as to not incur additional charges for winter rates when
practical.
1. If particular job circumstances dictate that winter rates cannot be avoided, the minimum
cumulative job SIR to proceed with the fuel switch must be 1.5 or greater.
2. If job circumstances dictate that winter rates cannot be avoided and the cumulative job

SIR is greater than 1.0 and less than 1.5, submit the .wdz file and other relevant
information to the HE+ Help Desk for review. Prior approval by the Division is required.

All costs associated with fuel conversion shall be included with the heating system replacement
measure when modeling the primary heating system for replacement with Weatherization
Assistant. See the Weatherization Assistant Guide for additional information on modeling fuel
switches using NEAT and MHEA.

In HE+ System/WisWAP, report the heating system bid costs to the appropriate HE+
System/WisWAP heating system measure. Additional costs of fuel switching such as exterior
lateral installation and oil tank treatments shall be included in measure ZRHS035 i Fuel
Switching. If performing an LP to natural gas fuel conversion only (no replacement), report all
costs using HE+ System/WisWAP measure ZRHS035 i Fuel Switching. Include the total linear
feet of exterior natural gas lateral installed and the type of fossil fuel switch (Oil to LP; Oil to NG;
LP to NG) in the comments, when applicable.
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The maximum allowable expenditure for measure ZRHSO035 is $1,500. If the fuel switching
costs are estimated to exceed $1,500 the agency shall contact the HE+ Help Desk and receive
approval from the Division prior to proceeding with the fuel switch.

See the Fuel Switch Policy on the HE+ TTA website under Weatherization b Resources for
additional guidance. Agencies shall notify the HE+ Help Desk and receive prior approval before
proceeding with large-scale fuel switch projects (e.g. entire mobile home parks, neighborhoods,
or communities).

8.7.1.4 1to 4-Unit Heating System Replacement and Mobile Home Specifications

All replacement heating systems except for space heaters and wood space heaters shall meet
the minimum Wisconsin Weatherization Program efficiency standards and the AHRI Directory of
Certified Product Performance standards. Replacement wood space heaters shall be AHRI
listed appliances. Wood heater installation shall conform to the requirements of NFPA 211.

1. Use the existing distribution system and gas supply line whenever safe and feasible.

2. Properly remove and dispose of existing unit. In electric conversions, the Division
recommends disconnecting existing electric baseboard units at the service panel and
leaving them in place.

3. New installations require a dedicated electrical circuit rated or fused to match the
amperage of the new systembmotectenqui rements for

4. Provide an owner's manual with a heating system replacement on or near the heating
system. The manual shall be attached in a durable device that allows for repeated
customer access.

5. Properly size replacement heating system units using an accurate analysis through
REScheck™, ACCA Manual J, or an equivalent industry-accepted sizing procedure.

a. Review and document the sizing calculations for accuracy based on building
parameters, R-values, U-value, oversizing factor used, and information listed in
the WA measures list.

b. When sizing boiler systems, consider the capacity of the existing terminal
devices and whether or not domestic hot water will be heated with the boiler. If
the load is too high or too low for the house, make the necessary adjustments to
the distribution system.

6. Space heaters (non-wood) require:
a. An air circulating fan (not applicable to electric baseboard).
b. A properly grounded duplex receptacle for electrical service.

c. Afire-rated floor protectorifrequiredper manuf act umsmpPszed nstr uct
to the width and length of the space heater.

7. Install a condensate pump where needed to reach an appropriate drain. Condensate
pipes generally may drain to 1) laundry standpipe; 2) a new standpipe or an indirect or
local waste pipe; or 3) a floor drain when the pipe can be properly secured and does not
pose a hazard to the occupants. All installations require an air break. Condensate lines
cannot be drilled directly into any drainpipe or drain to grade or to a sump pit. For the
more information see Wisconsin Uniform Dwelling Code (W1 UDC) SPS 323.156. Local
jurisdictions may vary on acceptable options.
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8. Condensate pumps may be installed using an existing (non-GFCI) receptacle accessible
without an extension cord, a new GFCI receptacle, or directly wired in accordance with

A

pump and furnace manufacturerds recocodmendati on

authority having jurisdiction.

9. Gas pipe will be installed, supported, and electrically bonded (if required) in accordance
with NFPA 54 andtheWIUni f or m Dwel |l ing Code. Follow the
specifications for installation. For more information see NFPA 54 and WI SPS 316.250.

10. When improperly-bonded CSST is present in the building at audit and no fuel system
work will be completed as part of the weatherization job, the agency may bond the
existing CSST properly, per NFPA 54 (sec 7.13.2), 2015 IFGC (sec 310.1.1), and NFPA
70 (NEC).

11. Verify that flue-gas oxygen, temperature, draft, and carbon monoxide levels are within
the manufacturer's specifications. Adjust as necessary.

12. Ensure that all remaining naturally vented combustion appliances are drafting properly.

13. Seal openings in chimneys where naturally vented combustion appliances are
eliminated. A written notice on the chimney where sealed stating that the chimney is no
longer functional is recommended.

14 Remove furnace humidifiers (with ownerds per mi

possible.

15. Ensure existing programmable thermostats are compatible with the furnace. Configure
two-stage systems so that stages are controlled by the thermostat (building
temperature), not the furnace (cycle time).

16.If t he existing thermostat canét contr ol mul ti
install a two-stage (or multi-stage) programmable thermostat compatible with the
furnace.

17. Only if existing wiring cannot support the multi-stage thermostat, run new wiring.

18. Only if necessary, move the thermostat to another interior wall location that offers a
straight wiring run. Leave the existing thermostat in place, and label it as having been
disabled.

8.7.1.5 Multifamily Heating System Replacement Specification

Building owners may opt to replace existing heating systems that do not meet a minimum 1.0

SIR test as a part of their contribution toward the weatherization of the building. Miscellaneous

heating system repair measures that are required for the heating system to function properly

shall be model ed separately in the |t eedquaetal Cos't
or exceed the buy-down amount to generate an SIR equal to or greater than 1.0. Note: as

stated in the General Policy and Specifications, the buy-down of measures shall not result in

other cost-effective measures being dropped from the improvement package. All measures that

were cost effective after the initial energy audit is conducted shall remain on the list of measures

to be completed at the property.

Replacement heating systems shall meet ENERGY STAR® standards whenever possible.
Replacement heating systems that are not addressed in these specifications are subject to
review and approval by the Division. All replacement heating systems shall meet the
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requirements of the Wisconsin Commercial Building Code, SPS 364 and the International
Mechanical Code, as referenced by SPS 364 or any other commissioning requirements of the
authority having jurisdiction.

1. Gas Heating Systems - Natural Draft: Model all gas-fired heating systems for
replacement. Inspect fan-assisted systems for potential safety issues and model for
replacement if safety issues cannot be repaired.

2. Gas Heating Systems - Sealed Combustion: Inspect systems for potential safety issues
and model for replacement if safety issues cannot be repaired.

3. Oil Heating Systems: Model for replacement if the existing system is 10 years or older in
age. Inspect systems less than 10 years old for potential safety issues and model for
replacement if safety issues cannot be repaired.

4. Space Heaters: Model for replacement if the existing space heater is 10 years or older in
age. If necessary, use the 5 to 24-Unit Workbook to generate savings information for
mul ti ple space heaters, incorporating the savi
Itemized Cost Tab. Include all the costs associated with the fuel switch in the
replacement costs. Inspect systems less than 10 years old for potential safety issues
and model for replacement if safety issues cannot be repaired.
5. Electric Furnace Conversion: Model for replacement with gas furnace with the energy
audit or the Electric Heating System Conversion Calculator. Include all costs associated
with the fuel switch in the replacement costs. Inspect all units that will not be replaced for
potential energy conservation measures and safety issues.

All replacement heating systems, except wood burning units, shall meet the minimum Wisconsin
Weatherization Program efficiency standards and the AHRI Directory of Certified Product
Performance standards. The type of efficiency standard varies based on the fuel type and the
heating system type (commercial versus residential).

1. Use existing distribution system and gas supply line.

2. Properly remove and dispose of existing unit. In electric conversions, the Division
recommends disconnecting the existing baseboard units at the service panel andleaving
them in place.

3. Provide an owner's manual with heating system replacements. Ensure that the owner or
building manager receives training regarding effective operation, and procedures for
start-up, operation, maintenance, and seasonal shut-down.

4. |Install properly sized and commissioned units following the requirements of the
Wisconsin Commercial Building Code or the authority having jurisdiction.

5. Install a condensate pump where needed to reach an appropriate drain. Condensate
pipes generally may drain to 1) a laundry standpipe; 2) a new standpipe or an indirect or
local waste pipe; or 3) a floor with a floor drain when the pipe can be properly secured
and does not pose a hazard to the occupants. All installations require an air break.
Condensate lines cannot be drilled directly into any drainpipe. For the more information
see the Wisconsin Plumbing Code SPS 382.33. Condensate pumps may be installed
using existing receptacles, new GFCI receptacl
recommendations.

6. When required, an approved gas pipe type will be installed, supported, and electrically
bonded in accordance with NFPA54 . Fol |l ow t he manufacturerods s
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installation. For more information see NFPA 54/International Fuel Gas Code Chapter 4.

a. When CSST is present in the building and not correctly bonded, the agency may
bond the gas piping system.
7. Seal openings in chimneys where atmospheric vented appliances are eliminated. When
sealed, a written notice on the chimney stating that the chimney is no longer functional is
recommended.

8. The installer shall guarantee materials and labor for heating system replacement for a
period of one year, starting from the date of satisfactory installation.

8.7.2 Other Heating Systems Work General

Order a clean and tune measure for natural gas and LP heating systems that will not be
replaced, only when diagnostic tests indicate that efficiency can be improved, or excessive CO
production can be reduced to safe levels. Perform a clean and tune on all primary oil heating
systems that will not be replaced.

Evaluate and test distribution systems. Seal major return and supply leaks. Seal and insulate
ducts in unheated areas. Model system repair costs separately in the Itemized Cost tab.
Programmable thermostats may be installed when the existing thermostat must be replaced,
and the occupant is willing and able to program the replacement thermostat. Programmable
thermostats are not recommended for boilers.

8.7.2.1 1 to 4-Unit, Mobile Home, and Multifamily Other Heating Systems Work
Specifications

1. Clean and tune primary oil furnaces or oil boilers that will not be replaced. Secondary
systems may receive a clean and tune as determined by the auditor when the work is
likely to improve efficiency or reduce CO production to acceptable levels.

2. When improperly bonded CSST is present in the building at audit and no fuel system
work will be completed as part of the weatherization job, the agency may properly bond
the existing CSST to comply with NFPA 54 (sec 7.13.2), 2015 IFGC (sec 310.1.1), and
NFPA 70 (NEC).

3. When performing a clean and tune, upgrading a shared electrical circuit to a dedicated
circuit is not required. However, if the circuit is rated for higher amperage than is required
by the heating system, provide a properly sized fuse or breaker at the appliance or at the
service panel.

4. For sealed combustion heating systems installed as a one-pipe (exhaust only) system,
convert the appliance to a two-pipe (intake and exhaust) system. Comply with
manufacturer's instructions and NFPA 54 for location of intake pipe.

5. Inspect and test forced-air heating systems for temperature rise, air flow, and for Health
and Safety problems.

6. Seal all gross holes, and seal distribution leakage as directed by the greatest
depressurization achievable test recommendations in the Diagnostic Workbook when
naturally drafting appliances are present in the building and when negative indoor air
guality conditions exist in the basement CAZ. (Note: see the Wisconsin Weatherization
Field Guide for additional guidance).
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